Mississippi Department of Rehabilitation Services
Attention: Lee Shirley, Director of Contracts
1281 Highway 51 North
Madison, Mississippi 39110
Request for Qualifications for Comprehensive Training Events for MDRS Clients
(Pre-ETS Services)
RFQ No. 3120003211
Opening Date: 10:30 AM CST, Friday, October 17, 2025
SEALED STATEMENT OF QUALIFICATIONS PACKAGE - DO NOT OPEN



ATTACHMENT A Proposal Cover Sheet

The Mississippi Department of Rehabilitation Services is seeking qualifications from qualified contractors to provide Pre-

Employment Transition Services for MDRS clients.

Qualifications are to be submitted as listed below, on or before 10:30 AM CST, Friday, October 17, 2025.

PLEASE MARK YOUR ENVELOPE:

Mississippi Department of Rehabilitation Services

Attention: Lee Shirley, Director of Contracts

1281 Highway 51 North

Madison, Mississippi 39110

Request for Qualifications for Pre-Employment Transition Services
No. 3120003211

Opening Date: 10:30 AM CST, Friday, October 17, 2025 SEALED
PROPOSAL PACKAGE -~ DO NOT OPEN

Company Name: Goodwill Industries of South Mississippi, Ine.

Address: 1955 Pass Road

City/State/Zip: Biloxi, MIS 39531

Telephone: (228) 863-2323 ext, 27

Fax Number: N/A

E-M ail Address: yburton@goodwillsms.org

Printed Name of Authorized Signer: '{/ { C;/’:-k 5 ffﬁ'l/ 7[ on

Signature and Date: 1" e S [0 0d 7
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ATTACHMENT B

Authorization and Acknowledgements

By signing below, the Company Representative certifies that he/she has authority to bind the company, and further
acknowledges on behalf of the company:

1. That he/she has thoroughly read and understands this Request for Qualifications, RFQ 3120003211 and the
attachments herein;

2. That the company meets all requirements and acknowledges all certifications contained in this Request for
Qualifications, RFQ 3120003211, and the attachments herein;

3. That the company agrees to all provisions of this Request for Qualifications, RFQ 3120003211, and the
attachments herein;

4, That the company can and will meet all required laws, regulations, and/or procedures related to confidentiality
and represents that its workers are licensed, certified, and possess the requisite credentials to perform the
transition services; and

5. That the company has, or will secure, at its own expense, applicable personnel who shall be qualified to perform
the duties required to be performed under this Request for Qualifications.

6. That the company understands that should an amendment to this RFQ be issued, it will be posted on the MDRS
website (www.mdrs.ms.gov) in a manner that all proposers will be able to view. Proposers shall acknowledge
receipt of any amendment to the solicitation by signing and returning the amendment with the proposal, by
identifying the amendment number and date in the space provided for this purpose on this form. The
acknowledgment must be received by MDRS by the time and at the place specified for receipt of proposal. It is
the company’s sole responsibility to monitor the website for amendments to the RFQ.

Company Name: Goodwill Industries of South Mississippi, Ine.

i

/

Signature and Date: }f” Lo o (O 0 2%

Name and Title: Vicki Burton, President/CILQ

ATTACHMENT C
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Certifications and Assurances

I/We make the following certifications and assurances as a required element of the offer to which it is attached, of the
understanding that the truthfulness of the facts affirmed here and the continued compliance with these requirements
are conditions precedent to the award or continuation of the related contract(s) by circling the applicable word or words
in each paragraph below:

1. Representation Regarding Contingent Fees.

Contractor represents that it | HAS or@s N(;’B ] retained a person to solicit or secure a state contract upon
an agreement or understanding for a commission, percentage, brokerage, or contingent fee, except as disclosed
in Contractor’s proposal,

2. Representation Regarding Gratuities,

The Respondent or Contractor represents that it | HAS or HAS NO'T/| violated, is not violating, and promises
that it will not violate the prohibition against gratuities set forth in Section 6-204 (Gratuities) of the Mississippi
Public Procurement Review Board Office of Personal service Contract Review Rules and Regulations.

3. Certification of Independent Price Determination.

The Respondent certifies that the prices submitted in response to the solicitation [ HAVE or@M@]
been arrived at independently and without, for the purpose of restricting competition, any consultation,
communication, or agreement with any other respondent or competitor relating to those prices, the intention to
submit a proposal, or the methods or factors used to calculate price.

4, Prospective Contractor’s Representation Regarding Contingent Fees,

The Prospective Contractor represents as a part of such Contractor’s proposal that such Contractor [ HAS or
HAS NOT/| retained any person or agency on a percentage, commission, or other contingent arrangement to
secure this contract.

Company Name: Goodwill Industries of South Mississippi, Inc,

/.

i

Signature and Date: ,jf '

b 009 28

Name and Title; Vicki Burton, President/CEQ

Note: Please be sure to circle the applicable word or words provided above. Failure to circle the applicable word or
words and/or to sign the proposal form may result in the proposal being rejected as nonresponsive. Modifications or
additions to any portion of this proposal document may be cause for rejection of the proposal,
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ATTACHMENT D

Company Questionnaire

If additional space is needed, please attach supplemental pages as necessary to completely answer all questions.

1. Corporate Experience and Capacity

Provide the age of your business.H 51 Years
Describe the experience of the firm in providing the service, give number of years that the service has been

delivered, and provide a statement on the extent of any corporate expansion required to handle the service. o

Goodwill Industries of Scuth Mississippi, Inc. has been providing vocational evaluation and training to individuals
with disabilities through the Mississippi Department of Rehabilitation Services (MDRS) for 51 consecutive years.
Since its inception in 1974, Goodwill Industries of South Mississippi, Inc. has been comimitted to providing this
service in partnership with the Mississippi Department of Rehabilitation Services. What started as a service in one
tocation has now expanded to twelve locations across the Goodwill Industries of South Mississippi territory.

In addition to providing workforce training to individuals with disabilities, Goodwill of South Mississippi also has a
history of providing workforce training to individuals impacted by the criminal justice system, individuals receiving
SNAP and TANF benefits, the unhoused participating in comprehensive programs, students preparing to enter college
and students currently enrolled in college classes. These services include, but are not limited to, Hands-On Training,

Digital Skills Training, Virtual Reality Career Exploration & Training, Resume Writing, and Job Placement
Assistance.

In 2024, Goodwill Industries of South Mississippi, Inc. began the process of expanding their workforce development
services. This expansion was made possible by a grant from Goodwill Industries International, which allowed the
organization to provide Digital Skills Training and Virtual Reality Career Exploration and Training. These training
opportunities are provided to individuals with barriers to employment as listed above.

Goodwill Industries of South Mississippi, Inc. will not require any corporate expansion to handle this new service,
as staff is in place, and additional staff will be hired as the program expands.

Company Name: Goodwill Industries of South Mississippi, Inc.
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ATTACHMENT D
Company Questionnaire (Page 2 of 3)

If additional space is needed, please attach supplemental pages as necessary to completely answer

2. Service Location

1]

If services are to be provided at a site other than firm’s principal place of business (the address given in

Attachment A), please specify the place of performance.D

Goodwill of South Mississippi has 12 stores where services will be provided, We will also coordinate with the
Mississippi Department of Rehabilitation Services and the school districts to provide services wherever is most
beneficial for the students. This may include schools and/or independent sites as approved.

3. Personnel

Attach resumes' of all those who will be involved in the delivery of service (from principals to field technicians)
that include their experience in this area of service delivery as well as a list of all principals, patent organizations,
and subsidiaries. Additionally, please provide copies of all applicable permits, professional certifications and/or
licenses from the applicable certifying authority, and a list of all principals. A principal of an offeror is defined as a
person or entity who has a 5% or greater ownership interest in the offeror and all individuals in senior-level

imanagement positions, regardless of whether those individuals have an owneiship interest in the offerort

Principal Officers:

Vicki Burton, President/CEO

Paige Derouen, Chief Operating Officer

Dee Enroth, Vice President of Contracis & Facilities

Laura Cirone, Director of Human Resources

Jeannine Johnston, Director of Vocational Programs & Fund Development
Le Anna Saucier, Director of Nonvocational Programs

Direct services will be directed and provided by:

Jeannine Johnston, Director of Vocational Programs & Fund Development
LeAnna Saucier, Director of Nonvocational Programs

Crystal Brown, Senior Program Manager

Kevin Bishop, Program Manager

Kailey Garland, Program Manager

See Attached Resumes

Company Name: Goodwill Industries of South Mississippi, Inc,
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ATTACHMENT D
Company Questionnaire (Page 3 of 3)

If additional space is needed, please aitach supplemental pages as necessary to completely answer

4, References

Give at least three (3) references for contracts of similar size and scope, including at least two (2) references for current
contracts or those awarded during the past three (3) years. Include the name of the organization, the length of the
contract, a brief summary of the work, and the name and telephone number of a responsible contact person.D

Mississippi Department of Rehabilitation Services, Office of Vocational

Rehabilitation

Start Date - 1974 continuing through current date

Summary of Work - Provide vocational evaluation and training to individuals with disabilities serving
numerous participants as funds are available

Contact person — DeAunna Ruzicka (@ (228) 575-3789

Mississippi Gulf Coast Community College

Start Date — 2022 continuing through current date

Summary of Work — Operate a Career Center providing career exploration, resume assistance, and placement
assistance to students

Contact person — Dr. Tammy Franks @ (228) 497-7700

Magdalene House

Start Date — 2023

Summary of Work — Partner to provide training for individuals impacted by the criminal justice system
Contact person — Diane Bennett @ (228) 586-3510

Company Name: Goodwill Industries of South Mississippi, Inc
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VICKI D. BURTON
106 Northwind Drive, Brandon, MS 39047. 601-540-4714. vburton@goodwillsms.org

SKILLS

Growth Mindset | Collaborative Communication | Budgeting | Succession Planning | Leading by
. Example
Ethical Decision Making | Approachable [Transpatent | Decisive | Innovative | Fearless

WORK HISTORY

June 2024 — Present

President/CEO

Goodwill Industries of South Mississippi

* Oversee all operations of a nonprofit focused on assisting individuals with barriers to

employment receive workforce training

July 2019 — June 2024
Vice President of Workforce Development
Goodwill Industries of Mississippi

Increased Workforce Development staff by 467%

Increased number of people served by 544%

Generate and submit all Workforce Development budget proposals

Create and oversee budgets for all Workforce Development grants

Facilitate, coordinate, and oversee Workforce Development and Training Programs,
including Vocational Rehabilitation

Created Customer Service Employment Academy with a National Certification
Awarded Governor’s discretionary funds to catry out the Digital Skills Program

Acquired virtual reality pilot grant from Goodwill Industries International, the first in the
state of MS

* Developed and acquired funding for Virtual Reality Career Exploration pilot
» Expanded Workforce Development across territory

Created multiple partnerships with private, state, and non-profit organizations

June 2016 — June 2019

Deputy Director Office of Business Development/
State Workforce Development Liaison
Mississippi Department of Rehabilitation Services

* Managed 14 direct reports touching thousands of businesses in the state of Mississippi
Developed relationships with private businesses and persuaded them to work with
Vocational Rehabilitation by hiring individuals with disabilities, providing work-based
learning opportunities, and internships for VR clients



Provided training for private businesses working with VR on disability etiquette, ADA
accommodations, etc.

Solicited school districts in MS to work with Vocational Rehabilitation to provide
transition services to students with disabilities through contracts with MDRS
Assisted Director with all supervision of staff and duties pertaining to the Office of
Business Development statewide

Served as MDRS Representative/Liaison to four (4) Workforce Areas and MS State
Workforce Investment Board (SWIB)

Nov. 2011 — June 2016
Regional Manager
Mississippi Department of Rehabilitation Services

Developed annual succession plan for staff for business continuity

Directly supervised 11 managers overseeing the vocational rehabilitation and community
rehabilitation program activities at 19 locations across central Mississippi with 240
employees and clients to promote team driven provision of services at MDRS
Provided administrative leadership to all phases of VR programs within the state in
coordination with state office administration

Ensured coordination of activities with other regional areas and other programmatic
divisions of the agency

Executed budget creation, recommendation, request, approval, and subsequent
expenditures

Maintained effective public relations with other state agencies and the public
Recommended personnel for hire and termination as needed

Served as liaison to human resources department while ensuring staff follow agency
policies and procedures

Maintained CARF accreditation at nine community rehabilitation program locations in
the region

Aug. 2007 — Nov. 2011
District Manager
Mississippi Department of Rehabilitation Services

Supervised 22 direct reports providing services to approximately 1,400 clients at any
given time

Provided administrative leadership to all staff and the Vocational Rehabilitation program
within the district

Facilitated total operations of four locations

Recommended personnel for hire and termination as needed

Trained new staff when hired

Directed fiscal accounting and budgeting activities for the district

Maintained effective public relations with other state agencies and the public, including
interpretation and advocacy of agency policy



Planned, directed, and coordinated the activities of counselors, counselor assistants, and
support staff in a large central MS district

Formulated and interpreted policies, rules, and regulations as necessatry

Aided in coordination of services among nine other districts in the state and with other
human service agencies/non-profits in Mississippi

Jan, 2002 — Aug, 2007
Facility Manager
Mississippi Department of Rehabilitation Services

Managed 15 direct reports training 115 clients and overseeing 20 contracts
simultaneously for various businesses in the state of Mississippi

Exercised full authority in administering the operations of a community rehabilitation
facility, specializing in vocational evaluation and work adjustment training for
individuals with disabilities

Planned, directed, and coordinated both the rehabilitation activities and the running of a
business through managers and subordinate personnel to provide an environment where
clients could be trained and ultimately return to the workforce

Facilitated total operations of six locations through staff consisting of 75% of individuals
with disabilities, including multiple AbilityOne contracts

Maintained full CARF accreditation during tenure

Interpreted, formulated, recommended, and/or implemented policies, rules, and
regulations as necessary

Offered/sold Ability Works’ services to private businesses to provide contract work in the
facility for the training program

Encouraged Vocational Rehabilitation counselors to refer clients to facility to receive
services,

Directed fiscal accounting, budgeting, and payroll activities

Responsible for leading Jackson facility from number 17 (out of 17) to number one in
terms of Clients served, profitability percentage, and contract work generated during
tenure as manager

Turned a 10-year operating deficit into revenue generation in a two-year period with a
yearly profit increase for the next three years

LDUCATION

Auburn University MS. University for Women
Auburn, AL Columbus, MS

M. Ed. Rehab Counseling

Jackson State University Holmes Community College
Jackson, MS Goodman, MS

B.S. Physical Education A.A. Physical Education

University of Southern MS
Hatticsburg, MS



LEADERSHIP TRAINING AND AFFILIATIONS

Georgia State University Leadership Program

MDRS LEADERS Succession Planning Initiative 2004-2005

State Executive Development Institute 2009

Rehabilitation Association of Mississippi President 2011/20-year member
Southeastern Region of National Rehabilitation Association Vice- President 2011
Governmental Affairs Summit 2010-2011

Mississippi State Personnel Board Basic Supervisory Training

South Central MS Works Workforce Development Board 2011-2016

Southeastern Employment & Training Association

Goodwill Industries International Executive Development Program — 2023 Graduate



PAIGE DEROUEN

Biloxi, MS 39532 4 228.861.1764 # pderouenl! 124@gmail.com

PEOPLE & CULTURE EXECUTIVE

Transforming lives through the power of work

Innovative and inspirational senior-level executive offering years of extensive non-profit supervisory
experience and exemplary leadership skills that inspire and guide team members towards a shared
vision, Strategically positions companies to achieve optimal performance by investing in human capital
and providing guidance to the senior leadership team. Sets clear objectives, promotes accountability,
and feads change management initiatives in a culture that values performance improvement and places
people at the forefront of its puoutles

CAREER MILESTON ES

e Semor adv1ser to CEO on strateglc mattels encompassmg all aspects of human 1esources, S el

: 'connnumcatxons, ﬁna11c1al budget and opewtions DR
: & : :Lead successful unpiemenlatlon of a Total Compeusanon mmanve, bnngmg GESM
SR f_-employces closer to a livable wage through hourly wage increases, ‘decreasing employee e
healthcale p1em1um costs, and mczeasmg 4(}3B retnement plan employel contnbutlons O

3

: .'Served asa key commumty leader and Mlssnon Serwces Leader fac:lltatmg strateglc cmnmumty
B -’parmershtps resulting ina record 5,000 individuals. 1ece1vmg wonkforce development serwces ﬁom
'.'Goodwxll lndustrles of South MlSSlSSlppt (GISM) S - S ;

_ _-_.'."Restructuxed GISM’s mtemal career developmem process mcludmg coordmatmg and conductmg :

s management training for employee calibration based on performance 1esults, completing Indwldual

" Development Plans (IDPs) for every GISM employee, and implementing a new Leadenshxp :
:Development Program resulting in 7 internal promotions & 20 team members pursuing higher- educahon :

Chief Operating Officer 01/2022-Current
Goodwill Industries of South Mississippi - Gulfport, MS

An Executive Leader of six cross-functional teams, who has designed and implemented strategic

programs that have enhanced employee engagement, organizational alignment, leadership growth,
donor satisfaction, financial results, and operational excellence.

*  HR Organization Leadership: Leading efforts as the Senior HR executive in staffing,
recruitment, benefits, executive compensation, training, leadership development, succession
planning, HRIS, and regulatory compliance for an employee population of 300. Heavy
emphasis on leading GISM through rapid HR change and transformation programs.

»  Mission Services: Enhanced service delivery by conducting a comprehensive community
needs assessment to proactively identify the social and emotional needs of program
participants. Implemented clear measures, outcomes, and expectations to ensure personnel
have a clear understanding of and can effectively meet service objectives, Ensured team
adherence to established procedures and protocols that are crucial for the smooth execution
of various workforce development services, Implemented effective strategies to address
practical challenges encountered by team members, developing solutions to financial
concerns, and ensured seamless transitions. Established the formation of 5 new community
partnerships in 2023.

»  Organization Transformation: Instrumental in developing the 3-year strategic



plan, spearheading efforts to enhance goals and metrics for company-wide

operations.

Training and Development: Restructured the training and development program through
the development of a tracking system and completion benchmarks for significant training
events, resulting in a 98% completion rate. Developed comprehensive process for new
hires and reviewed new hire productivity, optimizing onboarding effectiveness,

Business Services & Contracts: Successfully oversaw 3 federal contracts that generate a
combined $3.2 million per year and provide gainful employment to 50 individuals with
disabilities. Served as the liaison to SourceAmerica, the governing entity of contract
compliance, and has met all requirements including obtaining security clearances required
by the federal government.

Donated Goods Retail: Oversaw ail aspects of DGR store operations, lead the DGR
Regional Managers through strategic planning for the next three years, considering post-
retail industry trends. Launched successful implementation of Centralized Processing in an
effort to increase employee satisfaction and donation: process efficiency. Analyzed sales
and donation data from the last three years to strategicaily determine future operational
needs for budget, labor, pricing, facilities management, and leadership structure.

Safety & Risk Management: Successfully managed and supervised the HR, Learning,
Development, and Risk Management programs to ensure the organization achieves its
objectives in asset protection, accident prevention, and cost reduction. Analyzed and
identified risk areas to determine compliance with applicable laws and regulations. This
culture of safety has led to fewer Workers Compensation claims, resulting in the successful
lowering of the organization’s X-Mod scores for the last two consecutive yeats.
Financial: Analyzed and reported on financial data to support business decisions.
Monitored budget allocation and expenditures to enforce compliance with company
policies.

CARF Certification: Instrumental in the organization’s receiving a 3-year CARF
Certification in 2022, by leading, guiding, and bringing together a team of individuals
from every department within the organization to achieve CARF’s highest award.

Human Resources Director 05/2020 - 01/2022
Goodwill Industries of South Mississippi — Gulfport, MS

An advanced HR professional who supported organization performance through coaching, mentoring, and
supporting organizational leadership. Consulted as the Subject Matter Expert on multipie leadership committees
for recruiting, onboarding, retention, benefits, and federal and state compliance to improve organizational best
practices. Managed full-cycle payroll processing of 300 regular employees and independent contractors.
Developed payroll analytics to improve corporate strategy. Served as an employee champion and change agent.

Oversaw daily operations of the Human Resources Department and ensured that the organization’s
Donated Good Retail and the Contracts Divisions operational and business critical support needs were
met,

Managed the complete life cycle of highly complex employee initiatives, including approval, planning,
and execution to ensute planned results are achieved on time.

Lead the Talent Acquisition Team in n developing a strategic talent plan that ensures the organization
has the talent needed to achieve its strategic goais using a combination of internal and external talent
pipelines.

Supported and oversaw DEI commitment and partnered with feaders to ensure the organizational culture
continues to focus on an employee-centric approach that will help to increase engagement, retention, and
employee satisfaction.

Oversaw the organization’s compliance program so that all Human Resources functions promote
fairness and equity and meet all contractual, federal, and state requirements,

Coached and mentored leadership in conflict management, employee relations, and progressive
discipline.

Administered the open enrollment process, regular enroliments including new hires and the granular
aspects of benefits administration and compensation changes.



»  Qversaw all aspects of the 403B retirement plan, including plan management, audits, and education.

Human Resources Director  06/2011 - 05/2020
Bienville Orthopedie Specialist — Biloxi, MS

Offered extensive expertise in Human Resources, specializing in various areas such as labor
relations, strategic planning, leadership development, team performance evaluation, employee
relations, compensation and benefits, succession planning, balanced scorecard implementation,
logistics, performance management, project leadership, and situational design and management.
Collaborated closely with all business units as a trusted strategic and tactical HR Director,

= Successfully coached and mentored employees to resolve issues to foster positive environments. Ability
to communicate effectively with managers to guide and direct employee issues to find workable
solutions,

» educated employees on how to utilize self-insured, high deductible, health care plan to lower cost for the
employee and the company sponsored plan; developed and maintained a procedure.
to reconcile invoices, employee eligibility and enroliment. Conducted open enrollment annually and
enroliment for new hires.

* Developed and implemented interview format to use with all applicants to ensure the interview
processes are fair and unbiased to effectively compare candidate skill set; managed a manual applicant
tracking system in compliance with best practices. Recruited, interviewed and hired for ali positions
within the organization.

= Asgsisted with annual salary surveys to ensure competitiveness in the local job market.

= Managed and processed bi-weekly payroll for 300 salaried/hourly employees using ADP Wolkforce
Now.

* Completed all transactional HR tasks in the scope of Human Resources.

= Successfully implemented clinical uniform policy and managed annual changes for 300 clinical staff
positions.

»  Agsisted the CEO and Senior Management team with the performance review process to ensure
compliance with company policy, state, and federal laws for 300 employees. Effectively tracked merit
mcrease to ensure that increases were within budget guidelines. Accurately entered new pay rates in
ADP Human Resource System.

= Developed standardized orientation for new hires, conducted new hire orientation o review employee
handbook, policies and procedures, customer service program and scheduled new hire training,

= Managed, maintained, and organized confidential employee physical and electronic records.

Paralegal/Office Manager 02/2007 - 06/2011
David Lord & Associates — Gulfport, MS

»  Conducted client interviews and communicated with clients during the legal process.

»  Assisted attorneys in scheduling and preparing documents associated with depositions, court hearings,
court trials,

= Analyzed deposition, testimony, and interrogatory documents and drafted summaries for attorneys.

» Conducted investigations and documentary research as it pertained to legal cases. Reviewed findings
with attorneys.

»  Trovided attorneys with administrative support during the execution of wills, court/administrative
hearings.

» Developed and maintained a case management database.

* Developed and implemented an organization plan to track files related to case documents and other
related transactions,

»  Drafted legal court documents, such as motions, affidavits, subpoenas, and other transactional
documents, that included contracts, real estate leases, and tfrusts,

* Responsible for managing office staff schedules, maintained timekeeping and completed weekly payroll.



Coast Young Professionals
Lighthouse Business and Professional Women
Society for Human Resource Management — SHRM
Gulf Coast Human Resource Association

Bachelor of Science, Business Administration—University of Southern Mississippi

SHRM-SCP - SHRM Senior Certified Professional

Speakeasy — Certified Public Speaker



DON E, ENROTH JR
12505 Windance Dr, Gulfport, MS 39503
228-323-0034 | DMENROTHS@GMAIL.COM

OBJECTIVE

To secure a senior management position where I can leverage my extensive experience in

operations, strategic planning, and team leadership to drive sustainable growth and community
impact.

EXPERIENCE

Vice President of Contracts and Facilities
Goodwill Industries of South MS
November 2024 - Present

» Oversee and manage Federal and Non-Federal contracts, ensuring alignment with
organizational goals and contributing to program/service expansion initiatives.

« Negotiate and review all facility leases, collaborating with senior leadership to develop
and execute long-term strategic plans that support growth.

+ Lead and motivate a high-performance Business Services team across Operations,
Maintenance, Facilities, IT, Logistics, Warehousing, and Salvage, fostering continuous
improvement, accountability, and high operational standards,

« Direct facilities, mainienance, and capital improvement projects, ensuring resource
allocation, timeline management, and budget adherence.

« Manage IT operations, including systems administration, helpdesk support, and project
management to streamline processes and improve operational efficiency.

+ Collaborate with the Leadership Team and Governance Board to develop and meet
annual budget goals, managing financial resources effectively to ensure operational
success.

« Oversee warchousing, transportation, inventory control, and warchouse management
systems, identifying opportunities for operational improvement and maintaining strong
financial oversight.

« Develop and implement sustainable operational strategies that align with organizational
objectives, supporting both short-term and long-term goals,

» Mentor and develop staff, conduct performance reviews and ensure team members are
aligned with strategic objectives and accountable for their goals.

+ Lead organizational change initiatives, driving continuous improvement while managing
the company’s project portfolio and optimizing resource utilization.

« Support and coordinate with day-to-day retail operations, ensuring effective management
of staff, inventory, and customer service to meet operational and financial goals.



Director of Business Services
Goodwill Industries of South MS
September 2023 — November 2024

« Managed Federal and Non-Federal contracts, negotiated and reviewed facility leases, and
led teams across Operations, Maintenance, I'T, Logistics, and Salvage.

o Directed capital improvement projects and facilities maintenance, collaborating with
senior leadership to ensure alignment with strategic initiatives and financial objectives.

+  Worked closely with the CEO to develop and implement annual budget goals, achieving
financial targets through effective resource management.

Director of Contracts
Goodwill Industries of South MS
March 2023 — September 2023

» Managed key contracts with U.S. Air Force, GSA, and Versability, focusing on Postal
Services and Custodial agreements.

« Led procurement activities, contract negotiations, and compliance initiatives, ensuring
adherence to govermment regulations and standards.

+ Provided strategic guidance on operational improvements, working with Finance, HR,
and other departments to enhance service delivery.

Assistant Director of Monitoring, Compliance, and Operations
Mississippi State University
June 2022 — March 2023

« Directed facilities operations, including contract negotiations, project management, and
ensuring compliance with performance standards and state regulations,

+ Collaborated with the Executive Director to develop and execute operational strategies,
including budget oversight and program compliance.

Chief Operating Officer / Director of Operations / Campus Director
Eastern College of Health Vocations
October 1997 — May 2022

» Led operations across multiple campuses and corporate offices, overseeing budgeting,
financial management, and accreditation compliance.

» Managed day-to-day operations, including IT networks, facilities maintenance, and
construction projects, ensuring alignment with company goals.

+ Supervised staff and collaborated with the CEOQ/CFO on strategic planning and business
development.

%
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Owner / Manager
Coastal Boat and RV Storage LLC
January 2021 — April 2024

« Developed and managed a high-occupancy outdoor storage facility, overseeing daily
operations, customer service, billing, and facility upkeep.

EDUCATION

B.S.B.A., Business Administration
University of Southern Mississippi, Haitieshurg/Long Beach, MS
2000

Associate of Arts
MGCCC Harrison County Campus, Gulfport, MS
2000

ACCOMPLISHMENTS / MEMBERSHIPS / RECOGNITIONS
+ President and Executive Member of OGYA Spotts, Inc. Board of Directors (Youth
Baseball League) for over 13 years.

« President of the HCHS Diamond Club Baseball Boosters for over 8 years.
» Active Board Member of the Windance Property Owners Association

REFERENCES

Available upon request.



Laura Cirone 815-252-7787
2228 Beach Drive, #1009 Helrone@egmail.com
Gulfport, MS 39507

Strategic Business Partner with over 30 years of day-to-day H.R. Management experience seeking remote recruitment
position,

Areas of expertise

Human Resources Management — Currently Director of H.R. for 12 Thrift Stores, Contract Operations and Mission Work
for Goodwill South Mississippi, with staff of 3, Previously managed day-to-day H.R. operations for a 33-bed Rehab
Hospital, a 25-bed, non-profit Critical Access Hospital, and several Manufacturing companies, including divisions of
Fortune 500 companies, for 25 years, Have managed all areas of H.R. including Staffing, Legal, Compliance, HRIS,
Compensation, Benefits, Payroll, Employee Relations, Discipline, Termination, Unemployment, Worker’s Compensation,
Counseling Senior Leadership, and promoting the Culture of the Organization. Have written Employee Handbooks,
policies and procedures, while following legal advice and guidelines.

Talent Acquisition -- Recruited {often with very little use of outside agency) at all levels of organizations to include CEOs,
VPs, CNOs, Physicians, Nurse Practitioners, and all levels of staff personnel. Recruited and on boarded these same levels
in manufacturing environments for 20 years. At Encompass, | hired and on boarded over 50 staff members within my
first six months. At Printpack, | hired over 100 employees in 6 months, all without outside agency assistance.

Employee Relations — At every employer, staff have always been comfortable coming to me with their concerns,
knowing that | will listen and get back to them with an answer, even if it is not the answer that they wanted to hear. |
deliver answers and advice firmly with empathy and respect. Reduced voluntary turnover at Critical Access Hospital from
20% to 8% by implementing creative hiring practices, involving staff, and listening to staff opinions.

Compensation — Created and implemented new Compensation plans in a Critical Access Hospital as well as Corporate-
wide for a Fortune 500 Company to establish a consistent grading system Corporate wide,

Benefits — Served as key decision maker in choosing benefit options for several companies, including a Critical Access
Hospital. Was in initial stages of implementing High Deductible Plan when | left the Critical Access Hospital.

HRIS —~ Have worked extensively in ADP, Peoplesoft, Oracle and Kronos. Served on implementation teams for conversion
to new HRIS systems. Led the change from Healthstream to Talentworks at Encompass.

Worl History

Goodwill South Mississippi, Director of Human Resources March 2022-present
Encompass Health, Human Resources Manager April 2019-March 2022
Rochelle Community Hospital, Human Resources Manager January 2014-April 2019
Printpack, Inc., Human Rescurces Manager February 2007-January 2014
SPX Process Equipment, Human Resources Manager 2005-2007

Temporary MR Positions {Banking and Manufacturing) 2003-2005

Newell Rubbermaid, Corporate and Divisional HR Mgr. 1996-2002

Eakas Corporation, Human Resources Supervisor 1995-19%6

Education

MBA with HR Emphasis, iHinois State University, 3.9/4.0 GPA December 1995

BS in Management with HR Emphasis, Northern lllinois University, 3.9/4.0 GPA December 1993



JEANNINE NICOLE JOHNSTON

459 Jim Money Road | Biloxi, MS 39531 | 601.965.6179 | jnjohnston681l@gmail.com

Objective
Dedicated workforce development leader committed to breaking barriers to employment for adults and supporting

youth in building meaningful pathways to post-secondary success. Seeking to leverage 15+ years of experience in
program supervision, community engagement, and team leadership to drive mission impact and operational growth.

Professional Experience
Goodwill Industries of South Mississippi — Blloxi, MS

Director of Vocational Programs & Fund Development | Sept 2025 — Present

Lead vocational training and fund development strategy across the Guif Coast. Oversee grants, donor relations, and

partnerships to expand funding and program access, Supervise staff, ensure compliance, and strengthen community
workforce collaborations.

Goodwill Industries of Mississippi — Ridgeland & Clinton, MS

Workforce Development Supervisor | March 2024 — September 2025

- Lead design and delivery of workforce programs supporting Re-Entry individuals.
- Manage Pre-ETS for special education students across four school districts.

- Build partnerships and outreach to expand training and career services,

E-Commerce Manager | March 2020 — March 2024
- Managed ShopGoodwill.com operations, driving growth through strategy and training.
- Analyzed site performance and trends to meet sales targets.

- Led customer service, resolving complex issues; earned NRF Customer Service Certification and Applied Jewelry
Professional Diploma.

Education & Certifications

Bachelor of Business Administration, Management & Marketing — Mississippi State University, May 2003
Applied Jewelry Professional Diploma — Gemological institute of America, July 2022

NRF Customer Service & Sales Certification — Goodwill Industries of Mississippi, February 2022
Goodwill® Career Coach and Navigator- Goodwill industries of Mississippi, May 2025

Core Skills

Workforce Development | Community Engagement | Program Management | E-Commerce | Staff Training | Customer
Service | Event Planning | Data Analysis



LEANNA MORGAN SAUCIER

18603 Elkwood Dr, Gulfport, MS 39503 | 228-224-9848 | leannamorgan?/7 @hotmail.com

Professional Profile

Highly motivated professional with proven record of exceeding in fast paced public
relations, fundraising, and sales related roles. Progressive thinker and results driven
leader with personable, dynamic and resourceful talents that consistently produces
exceptional outcomes. Experlenced with recruitment, employee engagement, and
retention initiatives to support organizational development.,

Relevant Qualifications:

- Detail-orlented; possesses a wide range of managerlal, organizational, and technical principles

- Team player who demonstrates ability to motivate individuals and diverse teams & foster enthusiastic
community involvement and/or employee engagement

- Skilled at relationship building cultivating talent in others to create effective campaign support, project
support and buy-in from others

- Proven problem-solving skills, flexibllity, adaptability, and aptitude for making sound decisions in
stressful situations

- Customer service & employee/donor/client driven— Qutstanding and persuasive communicator with
well-developed presentation and motlvational skills

Education s Wiltiam Carey University May - August 2005
Hattieshurg, MS Alternate Route Teaching Program
e University of Southern Mississippi August 2001
Hattieshurg, MS
Bachelor of Arts, Broudcast Journalism Minor: English

Emphasis: Radio, Televigion, & Filiv

e Jefferson Davis Junior College  Gulfport, MS  1996-1998

Employment Memorial Health System  Guifport, MS 2020- present
Workforce Development Manager, Human Resources Department

e Builds and leverages internal and external cominunity
collaborations with community partners to grow relationships
to support HR recruttment efforts
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Oversees and coordinates internal career fairs and participates
it external job-refated career/community fairs.
Manages career-related and educational programs such as
high school affiliations, job shadowing programs & more
Asslists internal and external applicants with career growth
including resume assistarce, career pathing and career
development
Oversees ernployae engagament initiatlves such as:

¥ Organizing an internal college fair

»  Employee recognltion STAR award program
Serves on Employee Crisis Fund Committee and DE} committee
and Employee Advisory committee
Oversees career falrs recruitment budget and purchases

United Way of South Mississippi Guifport, MS  5/2015-3/2020
Director of Resource Development

Responsible for all aspects of fundraising for UWSM including
special events, overseeing campaign committees & volunteers,
and a multitude of fast paced day-to-day fundraising duties
Coordinated campaigns with company leaders to get their
United Way campaign completed successfully by deadline
Cultivated relationships and collaborations with business
leaders and companies/non-profit agencies

United Way presentations and Board presentations &
engagement

Oversaw campaign supplies/events budget for purchases and
expenses

WIZD, Inc. Gulfport, MS 68/2006 -7/2010 & 1/2012-5/2015
Account Executive

Proposed and created innovative marketing campaigns to help
local/national businesses benefit from effective radio
advertising on WIZD

Responsibilities included meeting with potential clients and
working with media agecny buyers

Created proposals, promotions, copywriting, and scheduled
commerclals to air

Cultivated interpersonal skills by building and nurturing an

excellent rapport with my clients to keep them advertising with
WJZp

Harrison County School District  Gulfport, MS 8/2010 - 5/2011
10th Grade English Instructor and World Literature & African American
Literature electives (Grades 9-12)



Professional
Affiliations

e In Literature classes, primarily focused on studying the works
and authors appropriate for the subject matter

o Actively participated in many school programs such as a
sponsor for the Harrison County Junior Leadership organization
and organized schoolwide fundralsers for Child Abuse
Prevention Month

Harrison County School District Gulfport, M$ 8/2005 - 5/2006
7th Grade English Instructor at North Gulfport 7th Grade

o Actively participated in many schaol programs such as the
Literacy Awareness Committee and planning the Black History
Program

Hattlesburg Public Schools  Hattiesburg, M$ 8/2004 - 5/2005
7% and 8% English Instructor at N.R. Burger Middle School

WDAM TV Moselle, MS 3/2002 - 8/2004
Copywriter/Sales Assistant /Producer

e Worked closely with clients, account executives,
videographers, and production directors to create effective
local television advertising,

o Specific duties included the following:

o Initial client consultation

o Scheduling a commercial shoot & writing script

o Overseeing all pre-production aspects

o Trafficking paperwork for commercial alrtime

o Completing co-op invoices for reimbursements
WDAM TV Moselle, MS 10/2001 -3/2002
Production Assistant
WDAM TV Moselie, MS 5/2001 - 7/2001

Production Intern

e Lighthouse Business Professional Women — Joined as member
in 2020; Board of Directors, 2021-present, Board Co-Chair
2023-24

® Steps Coalition ~ Board Member from 2019 — Present;:
Treasurer

e Like Minded Laclies ~ Member 2021

°  MS Gulf Coast Chamber of Commerce — Coast Young
Professionals 2013-2016; Chamber Champlon 2016 - 2020;
Leadership Gulf Coast Board of Directors 2019-Present



Awards &
Recognition

Community
Service

Guifport Rotary Club- 2020 Program Chalr & Board Member
2019-2022, Current Member

Bay St Louls Rotary Club- Youth Chair & Board Member 2016-
2019

Leadership Guif Coast Graduate, 2018

Founder of minority professional networking & community
service organization, Urban Coast Connection, 2007-2010
The National Association of Black Journalists 1999-2003

Named Gulf Coast Woman Magazine’s 2023 “100 Successful
Women to Know"

2022 Shuck Cancer Honoree for American Cancer soclety
Women's Resource Center’s 2020 Gata for Babies Celebrity
2020 Success Women's Conference Top influencer Award
Named Gulf Coast Woman Magazine’s 2020 “100 Successful
Women to Know”

MS Gulf Coast Chamber One Coast Award finalist, 2019-2020
Wornan of Achievement finalist, 2018 - Non-Profit Category
Pink Lotus Project 2018 PowHer Award - Non-Profit finalist

Speaker at Boys and Girls Club “Great Futures Forum”, 2023
Panelist for Boys and Girls Club "My Halr, My Crown” event,
2022,

Organized Frugal Fashionista fundraising event for Memorial
Hospital Foundation’s Breast Cancer Fund, 2022

Volunteer at Guif Coast Food Truck Festival, 2021-2022 ‘
Created Breakfast at Tiffany’s fundralsing event, 2021 & 2022
Volunteer for the Gulfport Juneteenth Festival, 2019-2022
United Way Dragon Boat Festival volunteer, 2021-2022
Habitat for Humanity's Woman Build Team, 2020

Success Women’s Conference Committee Co-chair, 2018 &
success Women's Conference Volunteers Co-Chair & spealer,
2018-2019

Blessed Gyrls Rock Conference volunteer, 2016-2017
Blloxi Chambet’s Junior Leadership Committee & Speaker,
2016-2017

Volunteer with Pink Lotus Project non-profit organization
{speaker and Project Prom Dress Drive, 2013-2018



Crystal Brown
714 Pine Ave E. 8t, Wiggins, MS
601-528-1367 | mrshrown81@hotmail.com

EDUCATION

Bachelor of Science in Human Services Completion Date 12/2013
Emphasis: Child & Family Welfare
Kaplan University

Associate of Applied Science Completion Date 05/2003
Emphasis: Office System Technology
Mississippi Gulf Coast Community College

PROFESSIONAL EXPERIENCE

Workforce Development Case Manager/Evaluator 2019 ~ Current
Goodwill Industries of South M3

®» & © © © & ©

Provide exceptional customer service in person or on the phone

Conduct initial certification for individuals wishing to enter the program
Conduct annual re-certification evaluation for ali active disable employees
Build and maintain internal and external customer satisfaction

Efficiently perform and maintain data entry of confidential client information
Demonstrate professionalism and possess a professional appearance
Perform other related duties as assigned.

Family Advocate
Community Development Institute, Guifport, MS 2018 — 2019

® & ® & & © © ®& & & O

Identify and recruit Head Start eligible families and children, including children with disabilities and
underserved populations.

Provide appropriate follow-up when absences are frequent.

Respect the diverse values and cultures of the families served.

Recoghize and identify each family’s risk and protective factors.

Establish professional roles and boundaries in working with families.

Recognize and promote family’s readiness and willingness to participate in the program.

Orient familles to the program according to the established orientation plan.

Make home visits and contact the family as needed or required by agency plans and procedures.
Provide support to families of children with disabilities.

Facilitate parent/guardian involvement in the program.

Participates in activities designed to ensure program quality.

Actively participate in two-way communication among co-workers to ensure all staff is informed of
pertinent information as it pertains to the center and classroom activities,

Bulid relationships based on mutual trust and rapport.

Approaches all issues with a win-win attitudes that respects the dignity of all parties,

Meet scheduled deadlines and perform routine tasks with minimal supervisions.

Demonstrate the knowledge of and the ability to effectively use communications fools (e.g., telephone
system, email, fax, computer software, etc.)



Crystal Brown 2

Qualified Intellectual Disability Professional
South MS Regicnal Center, Long Beach, MS 2016 - 2018

e Maintains line of communication between sacial workers, therapists, nursing staff, physicians/providers

and patients/families to ensure coordination of treatments for optimal patient care.

Demonstrates the ability to be flexible, organized and function under stressful situations.

Maintains a good working relationship with other departments.

Interacts professionally with patient/family and involves patient/family in the formation of the plan of
care,

o Participates in weekly freatment planning for each patient, works cooperatively as a member of the
interdisciplinary treatment team completes progress notes and discharge plans in a timely fashion.
Assist with Discharge Planning processes to assure patient needs are addressed prior to discharge.

e Performs all aspects of patient care in an environment that optimizes patient safety and reduces the
likelihood of medical/health care errors.

o Develops orientation and staff development programs for bureau employess.

e Plans and conducts training sessions for health care providers and their staffs.

Develops and recommends policies and procedures for the bureau and assures that they are

maintained.

Conducts in-state review of survey findings, conclusions, and recommendations,

Monitors licensure and certification actions taken on health care providers,

Monitors the maintenance of licensure and certification processes.

Monitors the gathering and utilization of appropriate statistical data and the preparation of required
statistical reports,

Monitors the maintenance and storage of records.
Reviews the scheduling of surveys of all health care providers.
Performs related or similar duties as required or assigned

¢ & o D e

¢ @

Programmer 2014 - 2016
South M8 Regional Center, Long Beach, MS

» Performs residential supervisory duties such as reviewing/approving leave requests for staff requested
time off. '

Performance Appraisal

Review Reports

Ensuring shift coverage

Inform supervisors of agency/community homes communication, policy changers, in-service
requirements etc.

+  Develop and implement training programs, personal planning system paperwork for client's individual
support plans

Coordinates projects/programs, activities

Train staff on carrying out training objectives

Research and collects requested information.

Exercises judgment in solving routine problems

Coordinates activities of staff based on project/program needs.

Review the work of staff for quality and accuracy

Assists in the management and organization of special projects/programs which includes serving as a
liaison to agency personnel, to other public and private agencies, and/or to the general public.

»  Ensure work performed by staff are in regulation with state and federal laws and regulation pertinent to
health care provider

« Monitors the maintenance of licensure and certification process
« Perform related or similar duties as required or assigned

L o [ ) L 3
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Director of First Impressions/Administrative Assistant 2011-2014
Delta Career Education, Guifport, MS

¢ Provides excellent customer service through face-to-face contact, incoming calls, and email
correspondence to students, vendors, faculty and staff

o Generation and distribution of campus correspondence to students and graduates for acceptance,
registration, and inactive status

« Organizes and plans campus events including orientation, graduation, awards ceremonies, and facuity
and director's meetings

¢ Responsible for the auditing and organization of student’s files according to Department of Education
Federal Guidelines

e Proficient in CampVue Database for processing student’s personal information including posting
grades, attendance, and status changes

Professional References

o Brittany Parish, 228-547-1475
¢ Wendy Krodolfer, 801-408-0094
» Genhitha Ray, 228-868-2778



KEVIN BISHOP

124 Edmund Drive | Long Beach, MS 39560
228.297,2146 | kbishop@goodwillsms.org
Professional Summatry

Seasoned workforce development leader with 30+ years of progressive leadership in state and
nonprofit sectors. Experienced in program management, vocational rehabilitation, and building
strategic partnerships to increase emptoyment opportunities for individuals with barriers to work.

Professional Experience
Goodwill Industries of South Mississippi
Program Manager | 2024 - Present

s Lead workforce development programs and partnerships.
s Oversee operations, performance, and compliance.

Mississippi Department of Rehabilitation Services

e Deputy Administrator of Workforce Development | 2019~ 2024

+ Director of Client Services | 2018 -2018

e Regional Manager, Region 4 | 2006 - 2018

e Facility Manager, AbilityWorks Harrison County | 1993 - 2006

e FEvatuator, AbilityWorks Laurel & Monroe County | 1990 - 1993
o Directed statewide workforce initiatives and service delivery.
o Managed operaticns, staff, and program outcomes.
o Led vocational evaluations and employment planning.

s Retired — July 2024

Education

» Bachelor's Degree — University of Southern Mississippi
Skills

¢ Workforce Development

s Program & Operations Management
¢ \ocational Rehabilitation

« Strategic Partnerships

s Team Leadership



Kailey Garland

Special Education

Coniact

613 East 5" Ave

Wiggins, MS 39577
601.818.9963

Kailey.garland 701 1 @icloud.com

Education

University of Southern Mississippi
Hatiiesburg, MS

BS in Special Education

GPA 3.87

Key Skills

Communication
Adaptability

Problem Solving
Organizational Skills
Inclusive Instruction
Differentiated instruction

Objective

A dedicated and compassionate special cducation professional seeking a
role where I can leverage my skills in intervention and community outreach
to support individuals facing complex challenges.

Experience

2024 - PRESENT
Peer Support Specialist | Canopy Children Solution
*  Advocates, represents, supports and assists youth and their
famikies,
o  Provides psycho-education group sessions for families as needed.
o Maintain communication among families, the community, Child
Protective Services and clinic staff,
¢ I support families’ emotional well-being with empathy and personal
experiences of overcoming challenges to help families have hope,

2023 -2024
Teacher Assistant | Harrison Central Elementary
¢  Classroom preparation: Setting up the classroom and materials
before class,
¢ Classroom management: Helping maintain discipline and a safe
learning environment.
*  Lesson planning: Assisting with lesson plans and preparing
materials,
*  Student support: Helping students with classwork and special
needs.
*  Student behavior: Monitoring student behavior and attitudes.
+  Student independence: Helping students become more independent
etc.

2021 -2023

Stadent Internt | USM

My primary responsibilities were to assist the Lead Teacher in maintaining a
safe, clean, and engaging learning environnent. As an Intern, [ was
gradually given opportunities and responsibilities to learn how to meet the

training requirements and develop the competencies needed for effective
teaching.

References
Available upon request



ATTACHMENT E

Required Clauses for Service Contracts Resulting from this Request for Qualifications

Applicable Law. The contract shall be governed by and construed in accordance with the laws of the
State of Mississippi, excluding its conflicts of laws, provisions, and any litigation with respect thereto
shall be brought in the courts of the State. Contractor shall comply with applicable federal, state, and
local laws and regulations.

Availability of Funds, Tt is expressly understood and agreed that the obligation of MDRS to proceed
under this agreement is conditioned upon the appropriation of funds by the Mississippi State
Legislature and the receipt the appropriated funds. If the funds anticipated for the continuing time
fulfillment of the agreement are, at any time, not forthcoming or insufficient, regardless of the source
of funding, MDRS shall have the right upon 10 business days written notice to Contractor, to terminate
this agreement without damage, penalty, cost or expense to MDRS of any kind whatsoever. The
effective date of termination shall be as specified in the notice of termination.

Compliance with Equal Opportunity in Employment Policy. Contractor understands that the MDRS
is an equal opportunity employer and therefore, maintains a policy which prohibits unlawful
discrimination based on race, color, creed, sex, age, national origin, physical handicap, disability,
genetic information, or any other consideration made unlawful by federal, state, or local laws, All such
discrimination is unlawful, and Contractor agrees during the term of the agreement that Contractor
will strictly adhere to this policy in its employment practices and provision of services,

Compliance with Laws. Contractor shall comply with, and all activities under this agreement shall be
subject to, all applicable federal, state, and local laws and regulations, as now existing and as may be
amended or modified.

Contract Rights, Contract rights do not vest in any party until a contract is legally executed. The
MDRS is under no obligation to award a contract following issuance of this solicitation.

E-Payment. Contractor agrees to accept all payments in United States currency via the State of
Mississippi’s electronic payment and remittance vehicle. The Agency agrees to make payment in
accordance with Mississippi “Timely Payments for Purchases by Public Bodies” laws, which generally
provide for payment of undisputed amounts by the Agency within 45 calendar days of receipt of
invoice. Mississippi Code Annotated § 31-7-301, et seq.

E-Verification, Ifapplicable, Contractor represents and warrants that it will ensure its compliance with
the Mississippi Employment Protection Act and will register and participate in the status verification
system for all newly hired employees. Mississippi Code Annotated §§ 71-11-1 and 7111-3. Contractor
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11.

12.

agrees to provide a copy of each verification upon request of MDRS subject to approval by any
agencies of the United States Government. Contractor further represents and warrants that any person
assigned to perform services hercafter meets the employment eligibility requirements of all
immigration laws, The breach of this clause may subject Contractor to the following: (1) termination
of this contract and exclusion pursuant to Chapter 15 of the Public Procurement Review Board Office
of Personal Service Contract Review Rules and Regulations; (2) the loss of any license, permit,
certification or other document granted to Contractor by an agency, department, or governmental entity
for the right to do business in Mississippi; or (3) both. In the event of such termination, Contractor
would also be liable for any additional costs incurred by the Agency due to Contract cancellation or
loss of license or permit to do business in the state.

Expenses Incurred in the Procurement Process. All parties participating in the procurement process
with regard to this solicitation shall bear their own costs of participation, pursuant to Section 1.4.4 of
the Public Procurement Review Board Office of Personal Service Contract Review Rules and
Regulations.

Minor Informalities and Irregularities. MDRS has the right to waive minor defects or variations of a
qualification from the exact requirements of the specifications that do not affect the price, quality,
quantity, delivery, or performance of the services being procured and if doing so does not create an
unfair advantage for any offeror. If insufficient information is submitted by a offeror, for MDRS to
properly evaluate the offer, MDRS has the right to require such additional information as it may deem
necessary after the submission deadline, provided that the information requested does not change the
price, quality, quantity, delivery, or performance time of the services being procured and such a request
does not create an unfair advantage for any offeror. (Information requested may include, for example,
a copy of business or professional licenses, or a work schedule.)

Paymode. Payments by MDRS using the state’s accounting system shall be made and remittance
information provided electronically as directed by the state and deposited into the bank account of
Contractor’s choice. MDRS may, at its sole discretion, require Contractor to electronically submit
invoices and supporting documentation at any time during the term of this Agreement. Contractor
understands and agrees that the Agency is exempt from the payment of Mississippi taxes. All payments
shall be in United States currency.

Procurement Regulations. This solicitation shall be governed by the applicable provisions of the
Public Procurement Review Board Office of Personal Service Contract Review Rules and Regulations,
a copy of which is available on the Mississippi Department of Finance and Administration’s website
(www.dfa.ms.gov). Any offeror responding to a solicitation for personal and professional services and
any contractor doing business with a state Agency is deemed to be on notice of all requirements therein.

Property Rights. Property rights do not inure to any Offeror until such time as services have been
provided under a legally executed contract. No party responding to this RFQ has a legitimate claim of
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18.

19.

20,

21,

Termination for Default. If MDRS gives the Contractor a notice that the personal or professional
services are being provided in a manner that is deficient, the Contractor shall have 30 days to cure the
deficiency. If the Contractor fails to cure the deficiency, MDRS may terminate the contract for defauit
and the Contractor will be liable for the additional cost to MDRS to procure the personal and
professional services from another source. Termination under this paragraph could result in Contractor
being excluded from future contract awards pursvant to Chapter 15 of the Public Procurement Review
Board Office of Personal Service Contract Review Rules and Regulations. Any termination wrongly
labelled termination for default shall be deemed a termination for convenience.

Trade Secrets, Commercial and Financial Information. It is expressly understood that Mississippi law
requires that the provisions of this contract which contain the commodities purchased or the personal
or professional services provided, the price to be paid, and the term of the contract shall not be deemed
to be a trade secret or confidential commercial or financial information and shall be available for
examination, copying, or reproduction.

Approval Clause. It is understood that if this contract requires approval by the Public Procurement
Review Board (“PPRB”) and/or the Department of Finance and Administration Office of Personal
Service Contract Review (“OPSCR™), and this contract is not approved by PPRB and/or OPSCR, it is
void and no payment shall be made hereunder

Acknowledgment of Amendments. Offerors shall acknowledge receipt of any amendment to the RFQ
in writing. The acknowledgement shall be submitted by signing and returning the amendment with the
bid, by identifying the amendment number and date in the space provided for this purpose on the bid
form, or by letter. Each offeror shall submit a written acknowledgement of every amendment to the
Agency on or before the submission deadline.

Certification of Independent Price Determination. By submitting a qualification, the offeror certifies
that the prices submitted in response to the solicitation have been arrived at independently and without
any consultation, communication, or agreement with any other offeror or competitor for the purpose
of restricting competition.

Offeror’s Representation Regarding Contingent Fees, By [responding to the solicitation, the offeror
represents that it has not retained any person or agency on a percentage, commission, or other
contingent arrangement to secure this contract. If the offeror cannot make such a representation, a full
and complete explanation shall be submitted in writing [with the offeror’s response, to the Agency
prior to contract execution].
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ATTACHMENT F

Areas of Coverage

List of Counties where Pre-E'TS can be performed:

»  George
¢ Hancock
» Harrison

e Jackson
¢ Pearl River
e Stone

Estimated number of students who can be served:

240 per year

Company Name: Goodwill Industries of South Mississippi, Inc.

[0 08 LS

Signatare and Date:

Name and Title: Vicki Burton, President/CEQ
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County
Stone

Stone

George

Pearl River
Pearl River
Pearl River
Pearl River
Pearl River

Hancock
Hancock
Hancock
Hancock
Hancock

Harrison
Harrison
Harrison
Harrison
Harrison
Harrison
Harrison
Harrison
Harrison

Jackson
Jackson
Jackson
Jackson
Jackson

School Name
Stone County School District
Gateway Christian Academy

George County School District

Pear| River School District
Picayune School District
Poplarville School District
Union Baptist Academy
Covenant Christian Academy

Hancock County School District

Bay St. Louis-Waveland School District

QOur Lady Academy
Saint Stanislaus
Dominion Christian Academy

Biloxi Public School District
Christian Collegiate Academy
Gulfport School District
Harrison County School District
Long Beach School District
Pass Christian School District
St. Patrick Catholic High School
Temple Christian Academy
Roger Amos McMurtry School

Jackson County School District
Moss Point School District
Ocean Springs School District

Pascagoula-Gautier School District

Resurrection Catholic School

Type
Public
Private

Public

Public
Public
Public
Private
Private

Public
Public
Private
Private
Private

Public
Private
Public
Public
Public
Public
Private
Private
Public

Public
Public
Public
Public
Private



ATTACHMENT G

Additional Data

Acceptance of Conditions - Goodwill Industries of South Mississippi, Inc. offers no exceptions to
the general terms and conditions of the Request For Qualifications.

Goodwill Industries of South Mississippi, Inc. possesses insurance. See Attached.

Goodwill Industries of South Mississippi, Inc. possesses Mississippi Workers' Compensation Coverage.
See Attached.

Goodwill Industries of South Mississippi, Inc. provides the following additional information. We
receive no form of funding from Federal, State, local government entities, public or private
foundations to assist in providing Comprehensive Training Events for IMDRS Clients.

Goodwill Industries of South Mississippi, Inc. is a 501(c)3 company registered with the Mississippi
Secretary of State's Office.

Goodwill Industries of South Mississippi, Inc. has no history of ever being debatred.

Company Name: Goodwill Industries of Sonth Mississippi, Inc,

— fo of 26

Signature and Date:

Name and Title: Vicki Burton, President/CEQ
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CERTIFICATE OF LIABILITY INSURANCE

QATE (MMBDIYYYY)
§/21/2025

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPCN THE CERTIFICATE HOLDER. THIS

CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND,

EXTEND OR ALTER THE COVERAGE AFFORDED 8Y THE POLICIES

BELOW. THI8 CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED

REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: I the certlficate holder is an ADDITIONAL INSURED, the policy{ies) must have ADDITIONAL INSURED provistons or ba endersed.
If SUBROGATION 1§ WAIVED, subjact to the terms and condltions of tha policy, cerfain policies may requlre an endorsement. A statement on
ihis certificate does not confer rights to the certificata holder In lieu of such endorsement(s).

CONTAST
F;\‘?l?\l:i‘:'ﬁg. Gallagher Risk Management Services, LLC %ﬂ%&é Vickd Sl 1 EAX
13th St 4th floor %ﬁ‘gjm;.zz&ﬁi‘ﬁ‘ﬁiiﬁz AFC, Nk ?28-863-195?
Gulfport MS 39501 | ApoREss: vicki.smith@cadenceinsurance.com
INSURER{S} AFFORDING GOVERAGE NAIC #

Ll -1092396| msuReRr A: Bridgefleld Employers Insurance Company 10701
INBURED SOODWIL-M) \ syper b ; GuldeOna Ellte Insurance Company 42803
%}505d \gglstsn (I:__I{tastries of South Mississippi iNsURER ¢ : GuldaOne Insurance Company 15032

Biloxi MS 38531

INSURER [ ;

INSURERE :

INSLURERFE :

COVERAGES CERTIFICATE NUMBER: 1524853278

REVISION NUMBER!:

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN jSSUED TO THE iNSURED NAMED ABOVE FOR THE POLICY PERICD

INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION

OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS

CERTIFICATE MAY BE |SSUED OR MAY PERTAIN, THE iINSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN (S SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH PGLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED 8Y PAID CLAIMS.

e TYPE OF IRBURANCE | POLICY NUMBER e | EOmET R LTS
B | X | COMMERCIAL GENERAL LIABILITY 010046787 6/21/2026 | 5/21/2028 | EAGH OCCURRENCE $ 1,000,000
| cLams maoe OCGUR PREMISES {Ea ocourjgnoe) | § 1,000,000
] MED EXP (Any ona parson) $ 25,000
. PERSONAL & ADV INJURY $ 1,000,000
| GEN'L AGGREGATE LIMIT APPLIES PER: GENERAL AGGREQATE $3,000,000
|| poucy RO Loe PRODUCTS - COMPIOP AGG | § 3,000,000
OTHER: A
C | AUTOMOBILE LIABILITY 010046786 62112026 | 6/21/2026 | paaiaIED SINGLE LT [55,000,000
X | ANY AUTO BODILY iINJURY (Per porson) | §
B gm)ﬁsnomv gg‘;’gg“wn BODILY INJURY (Per accldent}! §
3% | HIRED NON-OWNED PROPERTY DAMAGE s
L7 | AUTOS ONLY AUTOS ONLY | (Per secident)
$
| |umereLALB | | ooeur EAGH GCCURRENGE $
EXCESS LIAB CLARMS-MADE AGGREGATE ;]
DED l ] RETENTION § 3
A |WORKERS COMPENSATION G-
WORKERS COMPENSATION . 106-48306 oM1/2024 | 9//2026 |X | Eerure | | on
ANYPROPRIETOR/PARTRER/EXEGUTIVE EL X
OFFIGERUMEMBEREXCLUDED? NiA EACH ACCIOENT $1,000,000
{Mandatory In NH) E.L. DISEASE . EA EMPLOYEE] § 1,000,000
If yas, dascribe under -
Déﬁﬂﬂ@gﬁgmmow £ L. DIBEASE - POLICY LIMIT | § 1,000,000
B ] Professional Lizbllity 010048787 512112026 £i21/2026 | Each Clalm $1,000,00¢
Abuse & Motestation Each Clalm $1,000,600
Aggregate $3,000,000
CERTIFICATE HOLDER CANCELLATION
SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS,
AUTHiRIZED REPRESENTATIVE
}
©1988-2015 ACORD CORPORATION. All rights reserved.
ACORD 25 (2016/03) The ACORD name and logo are registered marks of ACORD




13.

14.

15.

16.

entitlement to be awarded a coniract or to the provision of work thereunder. MDRS is under no
obligation to award a contract and may terminate a legally executed contract at any time.
Representation Regarding Gratuities, Offeror represents that it has not, is not, and will not offer, give,
or agree to give any employee or former employee of MDRS, a gratuity or offer of employment in
connection with any approval, disapproval, recommendation, development, or any other action or
decision related to the solicitation and resulting contract, Offeror further represents that no employee
ot former employee of MDRS has or is soliciting, demanding, accepting, or agreeing to accept a
gratuity or offer of employment for the reasons previously stated; any such action by an employee or
former employee in the future, if any, will be rejected by offeror. Offeror further represents that it is in
compliance with the Mississippi Ethics in Government laws, codified at Mississippi Code Annotated
88 25-4-101 through 25-4-121, and has not solicited any employee or former employee to act in
violation of said law.

Required Public Records and Transparency. Upon execution of a contract, the provisions of the
contract which contain the personal or professional services provided, the unit prices, the overall price
to be paid, and the term of the contract shall not be deemed to be a trade secret or confidential
commercial or financial information pursuant to Mississippi Code Annotated § 25- 61-9(7). The
contract shall be posted publicly on www.transparency.ms.gov and shail be available for at the Agency
for examination, inspection, or reproduction by the public. The offeror acknowledges and agrees that
MDRS and this contract are subject to the Mississippi Public Records Act of 1983 codified at
Mississippi Code Annotated §§ 25-61-1, et seq. and its exceptions, Mississippi Code Annotated §
7923-1, and the Mississippi Accountability and Transparency Act of 2008, codified at Mississippi
Code Annotated §§ 27-104-151, et seq.

Stop Work Order. MDRS may, by written order to Contractor at any time, require Contractor to stop
all or any part of the work called for by this contract. This order shall be for a period of time specified
by MDRS. Upon receipt of such an order, Contractor shall forthwith comply with its terms and take
all reasonable steps to minimize any further cost to MDRS. Upon expiration of the stop work order,
Contractor shall resume providing the services which were subject to the stop work order, unless
MDRS has terminated that part of the agreement or terminated the agreement in its entirety. MDRS is
not liable for payment for services which were not rendered due to the stop work order.

Termination,

Termination for Convenience. MDRS may, when the interests of the Agency so require, terminate this
contract in whole or in part, for the convenience of the Agency. MDRS shall give written notice of the
termination to Contractor specifying the part of the contract terminated and when termination becomes
effective. Contractor shall incur no further obligations in connection with the terminated work and on
the date set in the notice of termination Contractor will stop work to the extent specified. Contractor

shall complete the work not terminated by the notice of termination and may incur obligations as are
necessary to do so.
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@idgeﬁeld Casualty
Insurance Company”

MEMBER OF GREAT AMERICAN INSURANCE GROUP
A Stock Insurer * P.O.Box 988 * Lakeland, FL 33802-0988

WORKERS COMPENSATION AND EMPLOYERS LIABILITY INSURANCE POLICY INFORMATION PAGE

NCC Garrler Code Number 34169 Policy number 196-493086

Item1. Insured

RISKID. 230346437

Name Goodwill Industries of South Misslssippi
and {ndlvidual _,Z(.H_. Corporalion

Mamhg 11975 SBaway Rd. SUHB A"‘i 40 e Pal‘tnﬂﬂihlp Subchapler ngh
Addrase Gulfport, MS 38503 Olher
QOther Workplaces not shown above: FEN _ §4-0547585
SEE EXTENSION OF INFORMATION PAGE ITEM 1
{tam 2. Policy Perlod
The pollcy period Is from  08/01/24 12:01 aim.to  09/01/25 12:01 a.m. at the Insured's maliing address.

Iltem 3. Coverage

A,  Workers Compensatlon Insurance; Part One of the polloy applies to the Workers Compansation Law of the states listed here:
MS
B. Employers Liability Insurance: Part Two of the pollcy applies to work in each state listed in item 3.A. The limits of our liability
under Part Two are:  Bodily Injury by Accident $ 1,000,000 sach accldent
Bodlly Injury by Disease  $ 1,000,000 sach amployes
Bodily Injury by Disease $ 1,000,000 policy imit
C. Other States Insurance; Part Three of the policy applies to the siates, if any, listed here:
AL, AR, FL, GA, IN, KY, LA, NC, OK, SC, TN, TX, VA
D. This pollcy includes these endorsements and schedules:
SEE EXTENSION OF INFORMATION PAGE ITEM 3.D
ltem 4. Premium

The premium for this policy will be determined by our Manuals of Rules, Classiications, Rates and Rallng Plans. All informaitlon

required bealow is sublect to varification and change by audit.
Pramium Bssla:
Classlflcall ) Rata par $100 of Estimated
sesllicatlons Cade No. Anr-arS;?'Ri‘:\thr:)a;:ﬂlon Renumeratlon Annual Premlum
SEE EXTENSION OF INFORMATION PAGE ITEM 4 - PREMIUM
Total Estimated Annual Premium $ 137,891.56
Expense Constant $ 180.00
Minimum Premium $  979.00 Total Cost $ 138,071.56
Countered signed b g_b____b Date 07/22/24
g Y - ~ ate

WCOo00001 A

7245 Cadence Insurance, lnc.
cml Date Prepared:07/22/24

includes copyrlghl maledal of the Nslional Council on Gompensalion (neusance. Used with ils permisslon.

© 1887 National Gountit on Compensalion Insurance



WORKERS COMPENSATION AND EMPLOYERS LIABILITY INSURANCE POLICY
EXTENSION OF INFORMATION PAGE - ITEM 1 - SCHEDULE OF INSURED AND OTHER WORKPLACES

CARRIER: Bridgefleld Casuaity insurance Company

P.O. Box 688
Lakeland, FL 33802-0988

(863)865-6060

INSURED: Goodwill industriss of South Mississippi

DBA:

11975 Seaway Rd. Suite A-140
Gulfport, MS 39503

Insured and Other Workplaces

AGENCY: Cadence Insurance, Inc. - 7245
525 E Capiltol 8t Fl 2
Jackson, MS 39201

(601)366-3436

POLICY NUMBER: 196 - 48306
POLICY PERIOD: 09/01/24 - 09/01/25

Goodwlll Industries of South Misslssippl

11875 Seaway Rd. Suite A-140
Guifport, MS 39503-0000
FEDERAL iD# 64-0547585

NONPROFIT CORPORATION

Goodwilll Industries of South Mississippi

2407 31st St
Gulfport, MS 39501-6524
FEDERAL |D# 64-0547585

NONPROFIT CORPORATION

Goodwill Industries of South Mississippl

2301 31st St
Gulfport, MS 39501-6509
FEDERAL {D# 64-0547585

NONPROFIT CORPORATION

Goodwlll Industries of South Misslissippl

200 W Railroad St
Long Beach, MS 39560-4517
FEDERAL |D# 64-0547585

NONPROFIT CORPORATION

Goodwill Industries of South Mississlppl

2396 Pass Rd
Blloxl, MS 39531-2236
FEDERAL ID# 64-0547585

NONPROFIT CORPORATION

Goodwill Industries of South Mississippl

3018 25th Ave
Guifport, MS 38501-0000
FEDERAL ID# 64-0547585

NONPROFIT CORPORATION

Goodwill Industries of South Mississippl

66 Hardy Court Shcg,pgln Ctr
Gulfport, MS 39507-2501
FEDERAL ID# 64-0547585

NONPROFIT CORPORATION

Goodwill industries of South Mississlppi

1965 Pass Rd
Blloxi, MS 395314103
FEDERAL ID# 64-05847585

NONPROFIT CORPORATION

Date Prepared: 07/22/24

Page 1




WORKERS COMPENSATION AND EMPLOYERS LIABILITY INSURANCE POLICY
EXTENSION OF INFORMATION PAGE - ITEM 1 - SCHEDULE OF INSURED AND OTHER WORKPLACES

CARRIER: Bridgefield Casuality insurance Company

INSURED
DBA:

P.0. Box 988
Lakeland, FL 33802-0988
(863)666-6060

: Goodwilll Industries of South Mississippl

11975 Seaway Rd. Suiie A-140
Gulfport, MS 385603

Insured and Other Workplaces

AGENCY: Cadence Insurance, Inc. - 7245
525 E Capltol St Fi 2
Jackson, MS 39201
(601)366-3436

POLICY NUMBER: 196 - 49306
POLICY PERIOD: 08/01/24 - 09/01/25

Goodwill Industries of South Mississlppl
318 Highway 90

‘Waveland, MS 39576-2672
‘FEDERAL I1D# 64-0647686

NONPROFIT CORPORATION

Goodwill industrles of South Mississippi
2403 Denny Ave

Pascagoula, MS 39567-2417
FEDERAL 1D# 64-0547585
NONPROFIT CORPORATION

Goodwili Industrles of South Mississippi

795 Memorial Blvd
Picayune, MS 39466-4626
FEDERAL ID# 64-0547585

NONPROFIT CORPORATION

Misslssippi Goodworks inc.

1501 28th Ave
Guifpori, MS 39501-2844
FEDERAL ID# 64-0021721

NONPROFIT CORPORATION

Goodwill Industries of South Mississippi
10541 Diberville Blvd

Diberville, MS 39540-2463

FEDERAL |ID# 64-0547585

NONPROFIT CORPORATION

Goodwill Industries of South Mississippl

12057 Highway 49 # US
Gulfport, MS 39503-3177
FEDERAL iD# 64-0647585

NONPROFIT CORPORATION

Goodwill Industries of South Mississippi

12134 Oid 83 S
Lucedale, MS 39452-6628
FEDERAL ID# 64-0547585

NONPROFIT CORPORATION

Goeodwlll Industries of South Mississippl

2867 8lenville Blvd
Ocean Springs, MS 39564-4305
FEDERAL ID# 64-0547585

NONPROFIT CORPORATION

Date Prepared; 07/22/24

Page 2



WORKERS COMPENSATION AND EMPLOYERS LIABILITY INSURANCE POLICY
EXTENSION OF INFORMATION PAGE - iTEM 1 - SCHEDULE OF INSURED AND OTHER WORKPLACES

CARRIER: Bridgefield Casualty Insurance Company AGENCY: Cadence Insurance, Inc. - 7245

P.O. Box 988 525 E Capitol StFil 2
Lakeland, FL 33802-0988 Jackson, MS 398201
{863)665-6060 (601)366-3436
INSURED: Goodwill industries of South Misslsslppl POLICY NUMBER: 196 - 48306
DBA: ' POLICY PERIOD: 09/01/24 - 09/04/25

119756 Seaway Rd. Sulta A-140
Gulfport, MS 39503

insured and Other Workplaces
Goodwill Industries of South Mississippi

4402 E Aloha Dr Ste 18
Diamondhead, MS 39525-3305
FEDERAL ID# 64-0547585

NONPROFIT CORPORATION

Date Prepared; 07/22/24
Page 3



WORKERS COMPENSATION AND EMPLOYERS LIABILITY INSURANCE POLICY

EXTENSION OF INFORMATION PAGE

CARRIER: Bridgefleld Casualty Insurance Company
P.O. Box 988
Lakeland, FL 33802-0988

(863)665-6060

INSURED:
DBA:

Goodwili Industries of South Mississippi

11975 Seaway Rd. Suite A-140
Gulfport, MS 39503

Schedule of Endorsements

-ITEM 3.D - SCHEDULE OF FORMS AND ENDORSEMENTS

AGENCY: Cadenca insurance, Inc. - 7245
525 E Capitol StFl 2
Jackson, MS 39201

(601)366-3436

POLICY NUMBER: 196 - 49306
POLICY PERIOD: 09/01/24 - 08/01/25

it Is hereby undersicod and agreed that {he foliowing forms and
andorsements are atiached to and are a part of this policy.

Form Number: Edition:
WC 0003 02 04-84
WC 00 03 08 04-84
WwC 0003 10 04-84
WC 00 04 04 04-84
WC 00 04 06 08-84
WC 0004 14 A 01-19
WC 0004 19 A 08-22
WCO000421F 08-22
WCo000422C 01-21
WC 000424 G1-17
WC 00 04 25 056-17
WC 23 06 01 07-18
WC 98 03 03 T1-11
WC 99 04 66 01-19
WC 99 06 Q9 05-17

Date Prepared:07/22/24

Description:

Designated Workplaces Exclusion Endt

Partners, Officers and Others Exclusion Endt

Sole Proprietors, Partners, Officers, Others Cover
Pending Rate Change Endt

Premium Discount Endt

90-Day Notification of Change In Ownership Endt
Part Five - Premlum Amendatory Endt
Catastrophe(Other Than Certified Acts of Terrorism
Terrorlsm Risk Ins. Program Reauthorization Act Di
Audit Nencompliance Endt

Experience Rating Modification Factor Revision End
MS Cancellation, Nonrenewal and Renawal Endt
Employers Liability Coverage Endt

MS Consent to Rate Endt

Legal Action/Collection Endti

Page 1



MISSISSIPPI WORKERS' COMPENSATION
NOTICE OF COVERAGE

Please take notice that your Employer is in compliance with the requirements of the Mississippi

ll
Workers' Compensation Law, and maintains workers' compensation insurance coverage with the

foliowing:

Bridgefield Casualty Insurance Company
{Name of insurance carrier or ssif-Insuranca)

P.O. Box 80439, Baton Rouge, LA 70898-0439

(225) 926-3264

{Address and telephone number)

. Individual workers' compensation claims will be submitted to and processed by:

S itCo it LLC it Claims Cente

{Name of third parly clalms administratar or claim office)

P. O. Box 80793, Baton Rouge, LA _70898-0793

(225) 928-0820

{Address and telephone number}

lli. This workers compensatlon coverage is effective for the following period:

September 1, 2024 to September 1, 2025

IV. All job related injuries or illness shouid be reported as soon as possibie to your
immediate supervisor, or to the person listed below:

{Name of employer contact person}

(Title and Deapastment/Division)

V. Please be advised that any person who willfully makes any false or misleading
statement or representation for the purpose of obtaining or wrongfully
withholding any benefit or payment under Mississippi Workers' Compensation
Law may be charged with violation of Miss. Code Ann. §71-3-69 (Rev. 2000)
and upon conviction be subjected to the penaities thereln provided.

2001 M.W.C.C. Notice of Coverage Form SWGCC1126 01/10 (09-503)



Address ;my reply ta:  P. O. Box 737, Atlanta, Georgia 30301

PDepartment of the Treasury

‘ - Internal Revenue Service
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5 of South; Missiselppd

> Goadwill -Industrnie

Inc, :
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: Advance Ruling Period Ends: Décember 31, QQ?G_ s
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' Bised on. information Eugﬁlféd;ﬁéhd°3533ﬁfﬁé'ydﬁ}Loperétiohs will.hg ps. stated -
in your application for recognition "of exemption, we have determined you are 4
E’;;g’??‘f from Federal income tax undexr.sgefion 301(g)(3). of the. Internal.Revenue
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J e, have' fufgher determined you,can reasoyably be expected tosbe sy ovganiza-

"' tion of the type described in sections 170(b) (1) (A). Ged) .ang~5096a) (1) i .
Accordingly, for your first three tax years, you will béstreated as an orgamn- ' /-

: _.:l_.zx;l_l:i.gn Wh}.rclg}'%{s ,gog,,.qi_,gx,;ivat;,g foundation.p.n -0 s Tamdee o b i e e T
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ﬁé;}dé’épq of your .£iret thige, tax.years, .however, you must establish.with the

... Intérng) Beyenys Service that for .guch thres yesars you-yere im:ifadt vagiterdani-

"zation of ‘the type described in, sqofion 170.(b} (1) (AN(vE) s~ Linyou datalikish B
this fact with the Service, you will be classified ad a saction 509(a) (1.
organization for all purposes beginning with the first day of your fourth tax
year apd iau gust porpally, meek theraqulrementis of sechibon 170 (R) (1) (A (i)
Jthergarter, . Lf, however,.you dq not,meefzthe requiremants,. pfisectiion. » 3
‘173(LX$11£A)(v13 for your first three.tax years, you-wifl he clasgifiedias a
priyate foundation as.of.the, first day ofiyeur. foupth tar yeax, Furthetmore,
you will be treated as a private foundation as of the first day,pf yaun -+
first tax year for purposes of sections 507{d) and 4940,

T oLty e R TPS I3 A S L PR S Y B E1E Co

Grantors and donors may rely on the determination that you are not a private
foundation .for your first thyeg fay years, unless notice, that you will no
longer bg treated as a section 50%(a) (1) ovganization 'is published in the
Interngl-Revafide Bulletin. However, a grantor or donor may not raly on .such
datarmtnét%nﬁ gf;heﬁmgg:%q pqptrrsgponsible for, or was addré of, the act or
failure to act that resul¥ed 1d'§‘ur loss of section 509(a) (1) status, or
acquigggfynpylgdgg{t&gF”§h$UIQg§;le Revenue Sexrvice had given notlce that
you would bé temoved from classification as a section 509{(a) (1) organization.

= This determination letter modifies our letter of Octobar 9, 1974, holding you
exampt under section 501(c)(3) to the extent that it is inconsistent with this
letter,

SE DIR A FORM AUD-246, (3-73)

T
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You are mot 1iable’ for sociél’éecuf&ty (FICA) taxes unlesz you flle a waiver
. of lexgmption cevidficate as’ provided iIn the Pederal Insurance Contributions

Act., Yoy are not liable for the taxes imposed under the Federal Unegployment .
Tax %cf_. . FF{%A) .0 e
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Organlzations that dre not private foundations are not subject to tﬁe?éxgiég‘i,{
taxes under Chapter 42 of the Code. However, you are not automatically ‘exempt -
fron behe BFaderd]l- excise  ta¥ds. T
~ ' FREF Ao
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Bequasts, legacies; ‘déwises /- transfers, or gifts to you or for your use are
deductible under sections 2055, 2106, and 2522 of the Code,
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ﬂ, ﬁfcﬁm _faa(um, dgee’f.é'.fﬂ,’l‘l} o/" ..:‘S‘tafE, do amtify that the Chanlen of
ﬂuaa’tpotaﬂou fieneto attaahed entitled the Charter of ﬂnao'zpo'zation of

GOODWILL INDUSTRILS OF 5OUTH MISSISSIPPI, INC.

was, puuuant to the /.'JT.OU{#(ONA of Title 27, Clode of :/V(intml/z/zé of

1042, a4 amm(!.sdr, cﬁmo’zc&d‘ in the cfi}ccouﬁ of ﬂncomf&oqatioru in
PHOTOSTAT BOOK, NUMBER YWO-HUNDRED ELEVEN
this afféce, in HOTOSTAT ! '

PAGES 392-396.

Glven undsn my hand and the Glacat Seal af
the State of::.d/{hu‘ufp,b{ fereunto c/fb:sJ i
ist day of .July, 1974,

Kby S

Secratary ol Snate
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State nf Missiaaipp

EXECUTIVE OFFICE

JACKSON

@hye foithis and fnrszgning@harier of Jncorporation of

GOODWILL INDUSTRIES OF SOUTH MISSISSIPPI, INC.

i5 hereby approbed.

I testimony twhereof, d have heveunto set
mry fpmd and covmed the Great SBeal of
the Stute of Mississippt to be affixed

ﬂ]fﬁ the 27th day of Jume, A. D., 1974.

\. g & ‘ , Goueriur

By the Governor -

Tdeboy Frdin

Seerelury af Btule
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This corporation shall not be required to make publication of Its charter, shall lssue ne shares of stock,
sholl ‘divide no dividends or profits among lts members, shall make expulston the only remedy for non-pay-
mient of dues, shall vest in each member the right to one vote In the election of all officers, shail make
the loss of mambership, by death or atherwise, the termination of all interest of such members in the
corporate assets, ond there shali ba no Individuol liobllities against the members for corporate debts,
but the entire corparate property shall be liable for the claims of craditors,

NOTE.—ThIs application must be filed with Secretary of State within six (8) months of the date of the last
owisdgment. The signatures of the incorporators must agree with thelr names as they appear
ln the resalution, article 2 of the charter and In the acknowledgmenr

Signatures: Voo o Wi

‘,// JP%/(/‘/ A_/xxw-.#j
/7/ deloa A/MM/ /‘1/

incorporators
ACKNOWLEDGMENT
STATE OF MISSISSIPPI }
County of.__HARRISON
This day personolly cppeared befors me, the undersigned authorlty_ RAUL M. WHITE, JR..
-~ OHARLES R. GALLOWAY . and-CHARLES _BRIECK, .IR..
Incorporators of the corporation known as the ; » B0 ST r,

e ;
.

who acknowledgad that the) (they) signed and dellvered the cbove and foregolng chorter ai Incorporqtt n os

{hls) (their) oct and deed on this the_J‘}.tL__doy of___Jdune . LR 19 74 ,
Yoy R g Dl

R

STATE OF MISSISSIPPI v }

County of

This day persoﬁaily appeared before me, the undersigned outhority.

r

Incorporators of the corporation known as the

who acknowledged that (he) {they) signed and delivered the obove and foregoing charter of incorporation as
this) (their) act and deed on this the day of. , 19

Received at the office of the Secretary of Stute this the day of l", WAL
AD, 19;%% togethar with the sum of § deposnt ver the recording fee, and referred to the
Attorney eral for his oplnian,
. " -
Qs Tt s

Secrelary of State

—_— v
Jackson, Milss., VT 2’4 W.l"_?‘

{ have examinad this applicatlon for a charter of Incorporation and am of the opinion that it is not violo-
tiva of the Conatitution cmd aws of tha Stote, or of the Unlted States. "

Attornay Genergl————.

Assistont Attorne

NOTE;—In case all Incorporators are together when acknowledgment Is taken, one acknowledgment wiil
ba sufficiant,

iy 'w  STATERAENT. OF Fees

STATE OF MISSISSIPRG COIINTY MIF SIADPICART  QIBCT HENIAIAL Rirenise
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STATE OF MISSISSIPPL, COUNTY OF HARRISOM, FIRST JUDICIAL DISTRICT:

| haraby cer?lfy/l’mt this lonrument viar iwcelvad and flled For recerd ol.._zz.—o'clock .
and_ minute . M. on_ﬁ ay of . I‘?_Zy
and racorded Qﬁ,?__, 192 & Racordy of

Book ‘/ 3 i’annwzd

G. M. Crael, Chansory Clatk
B : .
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MINUTES OF MEETING OF GENERAL MEMBERSHIP
OF GOODWILL INDUSTRIES OF SQUTH MISSISSIPPI
HELD AFRIL 19, 1974

A genexal membexship meeting of Goodwill iIndustries of
South Misggissippl, an unincecrporated association, was held
at the Board Room of Gulf Wztional Bank beginning at 9:30
o'clock a.m., Friday, April 19, 1974, Mr., Paul M. White, Jr.,
assumed the chalr and announced the presence of a quorum.

. A general discussion was had relating to the progress
being made in South Mississippi by Goodwill Industries of South
Mississippi, and an explanation made as to the purposes and
requirements for establishing a non-profit corporation to
continue the operations of the association. The discussion was
participated in by Mr, Welson A. Kittle, Regional Repreosentative,
who presented requested information to the group. After dis-
cussion, on motion duly made, seconded and unanimously carried,

it was agreed that the non-profitcorporation be chartersd and
organized,

Sidney Smith then moved the adoption of the following
resolution:

BE IT RESOLVED, by the membexrs of Goodwill
Industries of South Mississippi, an uwnincorporated
association, that Charles R, Galloway, Paul H.

White, Jr,, and Charles Brueck Jr., all adult resident
citizens of the State of Mississippi, be and they
hereby are authorized, cempowered and directed to

apply for a charter of incorporation of a Missis-
sippi non-profit corpeoration under the corporate tile
of "GOODWILL INDUSTRIES CF SOUTH MISSISSIPPI, INC."

BE IT FURTHER RESOLVED, that the said persons
be, and they are further authorized, empowered and
directed to do and perform each and every act neces-
sary or convenlent in obtaining the aforementioned
charter of incorxporation of a non-profit coxporation.

There being no further business, on motion, the meeting
was adjourned.

a4

f@ﬁ%ﬁ/ﬁm/Jiiﬁazdégl'

Charles Brueck,J%7, Secretary

* % &
CERTIFICATE

I, Charles BrueckJr Secretary of the unincorporated associ-
ation known as GOODWILL INDUSTRIES OF SOUTH MISSISSIPPI, do
hereby certify that the foregoing is a true, accurate and com-
plete copy of minutes of a meeting of sald association held April
19, 1974, containing a resolution designating three members of

- " the association to apply for a charter for a non-profit corpor-
ation, as the same appears duly of record in the minutes of
sald asspciation in my custody and control,

CERTIFIED, this the ,fzgz./day of ( " 1974.

+

oﬁf M
_l/lﬁﬂvdr /ffété&&dCJ“' ‘

Charles Bruech,JjY., Sécretary

B e S g
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Furnished by Heber Ladner, Secrotary of Stats, Jacksan, Miss,

Usaﬂ:his form and acknowiédgments In making application for Charter of ‘Incorporation n Misslsstppl. Mon.
protit, - A .

THE CHARTER OF INCORPORATION OF

GOODWILL INDUSTRIES OF SOQUTH MISSISSIPPI, INC.

1. The corporate title of sald compc;ny is
GOODWTILL INDUSTRIES OF SOUTH MISSISSIPPI, INC.

2, The namss and post offlce addresses of the Incorporators are:

{Tha orplicntlon must shew offirmetively thot all Incorperalars are odult resident cltizens of Mississip,
of rasalutlon of an

Gulfport, Miss. 39501

l, and allach a certifled copy

O aal .cxlstlng asseclation autherizing, dlrecting and empowering the incerporators to maio opplication for o grant of

Noms Streat & Wo. Clty Stote

Charles R. Galloway 2300 14th Street Gulfport, Miss. 39501

Paul M, White, Jr. Gulf National Bank Gulfport, M:i'.ss . 39501
Charles Brueck, Jr. United Gas Co.

AllL Incoxporateors are adult resildent citizens of the State of Mississippi.

3. The domiclle Is at_2300 14+h Street, Gulfport, Mississippi 35501
{Street gnd No.) Chiyd {State}

4. {Here set cut that the cagmration l-s_Non-Profit and no shares of stock shall be Issued and the type of

arganization, As authorized by the provisiens of Section 5310.1, Recompiled {Revised) Code of Mississippi
of 1242, and amendments thereto.) '

_This corporatioﬁ is Non-Profit, and no shares of stock are
to be issued. This corporation is organized exclusively fox
religious, charitable and educational purposes, and is of -the type

authorized by.Section 79~1l-1 of the Mississippi Code of 1972,
Annotated.

5. Period of existence shall be perpetual.

6. The purpose for which It Is created, not contrary te law, including o statemaent of the rights and powers that
are to be exercised by sold corperatlon, which said rlgﬁts and powers shall be limited to those reasonably
nacessery to accomplish the stoted purpose of the association being incorporated:

This corporation is crganized and to be operated exclusively
for religious, charitable, and educational purposes. It is not
organized for profit nor shall any of its net earnings inurs in whole
or part to the benefit of private stockholders, members or individuwals.
No substantial part of the activities of this corporation is attempting
to influence legislation by propaganda or otherwise, nor participating
in any political campaign in behalf of any candidate for public office.

It shall provide rehabilitation sexvices, training, employment and
opportunities for personal growth as an interim step in the rehabilita-
tion process fox the handicapped, disabled and the disadvantaged who
cannot be readily, absorbed in the competitive labor market or during
such time as employment opportunitites for them in the competitive
labor market do not exist. By the inspiration of religion, through
the gkillful use cf recognized techniques of rehabilitation, soccial
work, life guidance, evaluation, training and useful employment, this
corporation shall seek to assist the handicapped, the disabled and

the disadvantaged to attailn the fullest development of which they
are capable.

C-30




F0001 - Page 2 of 2 OFFICE OF THE MISSISSIPPI SECRETARY OF STATE
P.0. BOX 136, JACKSON, MS 39205-0136  (601) 359-1333

UMD, A Incorporation

City, State, ZIP5, ZIP4 GW_H,O &7" Ms 3980/ -4 SM

Name

Street

City, State, ZIPS, ZIP4

Name

Street

City, State, ZIPS, ZIP4

Name

Street

City, State, ZIPS, ZIP4

8. Other Provisions See Attached

9. Incorporators’ Signatures (please keep writing within blocks)

%&@U}W

. 01/96



F0001 - Page 1 of 2 OFFICE OF THE MISSISSIPPI SECRETARY OF STATE
P.0. BOX 136, JACKSON, MS 39205-0136  (601) 359-1333

L Artiles of Incorporation

wer

The undersigned, pursuant to Section 79-4-2,02 (if a profit corporation) or Section 79-11-137 (if a nonprofit
corporation) of the Mississippi Code of 1972, hereby executes the following document and sets forth:

i. Type of Corporation

Profit % | Nonprofit

2. Name of the Corporation

MISSI:an Gooo WoRKs, /m:.o

3. The future effective date is
(Complete if applicable)

e

I".-.- N ‘\
# FILED
1/22/1999

ERIC CLARK

Bocreleryol Biale
Ry rate ol isateaippd
-

N e

4. FOR NONPROFTTS ONLY: The period of duration ls yearsor | X | perpemal

5. FOR PROFITS ONLY: The Number (and Classes) If uny of shares the corpoeation Is suthorized to issue is (are) as
foltows

Classes # of Shares Authorized ""ml : th'ﬂl u‘rﬂ)iﬁll of m wnd
o :
(See
Attached)
6. Name and Strect Address of the Registered Agent and Registered Office is
Name Jouw GaLcoway
Physical
Address /300 A5TH ST SvuiTé aoy
P.O. Box 11( d l/ g
City, Sute, ZIPS, 2IP4 | (x UL FPORT M| | 7950a-4asg

7. The name and complete address of each incorporator are as follows

Name ¥ R,.,J/”aosﬂanw

Street Q4o 3L Strscy

»
>

1/96



ATTACHMENT H

Redaction Notice

Offerors shall acknowledge which of the following statements is applicable regarding
release of its qualification as a public record. An offeror may be deemed non-responsive if
the offeror does not acknowledge either statement, acknowledges both statements, or fails
to comply with the requirements of the statement acknowledged. Choose one:

Along with a complete copy of its qualification, offeror has submitted a second copy of the
qualification in which all information offeror deems to be confidential commercial and financial information
and/or trade secrets is redacted in black. Offeror acknowledges that it may be subject to exclusion pursuant to
Chapter 15 of the PPRB OPSCR Rules and Regulations if the MDRS or the Public Procurement Review Board
determine redactions were made in bad faith in order to prohibit public access to portions of the qualification
which are not subject to Mississippi Code Annotated §§ 25-61-9, 75-26-1 through 75-26-19, and/or 79-23-1.
Offeror acknowledges and agrees that MDRS may release the redacted copy of the qualification at any time as a
public record without further notice to offeror. An offeror who selects this option but fails to submit a redacted
copy of its qualification may be deemed non-responsive.

X Offeror hereby certifies that the complete unredacted copy of its qualification may be released as a
public record by MDRS at any time without notice to offeror. The qualification contains no information offeror
deems to be confidential commercial and financial information and/or trade secrets in accordance with
Mississippi Code Annotated §§ 25-61-9, 75-26-1 through 75-26-19, and/or 79-23-1. Bidder explicitly waives any
right to receive notice of a request to inspect, examine, copy, or reproduce its bid as provided in Mississippi
Code Annotated § 25-61-9(1)(a). An offeror who selects this option but submits a redacted copy of its
qualification may be deemed non-responsive.

Company Name: Goodwill Industries of South Mississippi, Inc.

Signature and Date: — VoA e / 0-09°C%

Name and Title: Vicki Burton, President/CEQ

31



Name and Title: Vicki Burton, President/CEQO

STATE OF MISSISSIPPI DEPARTMENT OF REHABILITATION SERVICES CONTRACT
FOR PROFESSIONAL SERVICES

1. Parties. Thep
“MDRS”) and

t are the Mississippi Department of Rehabilitation Services (hereinafter
(hereinafter “Contractor™).

2. Purpose. The purpose of this contract is for MDRS to engage Contractor to provide certain professional
services as set forth in RFQ 3120003211, issued by MDRS and incorporated herein by reference. Contractor
is one of the vendors selected through the above referenced RFQ.

3. General Terms and Conditions. This contract is hereby made subject to the terms and conditions included
in Exhibit “A”, attached hereto and incorporated herein, captioned “General Terms and Conditions.”

4. Scope of Services. Contractor will perform and complete in a timely and satisfactory manner the services
described in Exhibit “B”, attached hereto and incorporated herein, captioned “Scope of Services.”

5. Consideration, As consideration for the performance of the services referenced in Exhibit “B”, MDRS

agrees to compensate Contractor as provided in Exhibit “B”, attached hereto and incorporated herein,
captioned “Compensation.”

6.  Period of Performance. This contract will become effective for the period beginning September 12, 2025
and ending on September 11, 2026, upon the approval and signature of the parties hereto. MDRS has the
option to renew the contract for four (4) successive one-year period(s).

7.  Notices. All notices required or permitted to be given under this agreement must be in writing and
personally delivered or sent by certified United States mail, postage prepaid, return receipt requested, to the
party to whom the notice should be given at the address set forth Exhibit “C”, attached hereto and
incorporated herein, captioned “Notifications.”

In witness whereof, the parties hereto have affixed, on duplicate originals, their signatures on the date
indicated below, after first being authorized so to do.

By:

DATE Samandra Murphy, Chief of Staff
Mississippi Department of Rehabilitation Services

DATE
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Contract #26-331-6000- XXX

EXHIBIT A

GENERAL TERMS AND CONDITIONS

|
|
1.  Anti-assignment/subcontracting. Contractor acknowledges that it was selected by the State to perform the i
services required hereunder based, in part, upon Contractor’s special skills and expertise. Contractor shall not |
assign, subcontract, or otherwise transfer this agreement, in whole or in part, without the prior written consent of
the State, which the State may, in its sole discretion, approve or deny without reason. Any attempted assignment
or transfer of its obligations without such consent shall be null and void. No such approval by the State of any
subcontract shall be deemed in any way to provide for the incurrence of any obligation of the State in addition to
the total fixed price agreed upon in this agreement. Subcontracts shall be subject to the terms and conditions of
this agreement and to any conditions of approval that the State may deem necessary. Subject to the foregoing,
this agreement shall be binding upon the respective successors and assigns of the parties,

2. Applicable Law, The contract shall be governed by and construed in accordance with the laws of the State of
Mississippi, excluding its conflicts of laws provisions, and any litigation with respect thereto shall be brought in
the courts of Mississippi.

3. Attorneys’ Fees and Expenses. Subject to other terms and conditions of this agreement, in the event Contractor
defaults in any obligations under this agreement, Contractor shall pay to the State all costs and expenses
(including, without limitation, investigative fees, court costs, and attorney’s fees) incurred by the State in
enforcing this agreement or otherwise reasonably related thereto. Contractor agrees that under no circumstances
shall the customer be obligated to pay any attorney’s fees or costs of Jegal action to Contractor,

4,  Availability of Funds. It is expressly understood and agreed that the obligation of MDRS to proceed under this
agreement is conditioned upon the appropriation of funds by the Mississippi State Legislature and the receipt the
appropriated funds. If the funds anticipated for the continuing time fulfillment of the agreement are, at any time,
not forthcoming or insufficient, regardless of the source of funding, MDRS shall have the right upon 10 business
days written notice to Contractor, to terminate this agreement without damage, penalty, cost or expense to the
MDRS of any kind whatsoever. The effective date of termination shall be as specified in the notice of termination.

5. Compliance with Equal Opportunity in Employment Policy. Contractor understands that the MDRS is an equal
opportunity employer and therefore, maintains a policy which prohibits unlawful discrimination based on race,
color, creed, sex, age, national origin, physical handicap, disability, genetic information, or any other
consideration made unlawful by federal, state, or local laws. All such diserimination is unlawful, and Contractor
agrees during the term of the agreement that Contractor will strictly adhere to this policy in its employment
practices and provision of services,

6. Compliance with Laws. Contractor shall comply with, and all activities under this agreement shall be subject to,
all applicable federal, state, and local laws and regulations, as now existing and as may be amended or modified.

7.  Conflict of Interest. Contractor represents, to the best of his or her knowledge and belief, that this contract does
not present the Contractor with a conflict of interest with respect to any past, current, or potential contract or
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10,

11

12.

13.

14.

employment such that the Contractor would be unable to perform impartially and without bias. Contractor must
also refrain from using confidential or protected personally identifiable information for any other purpose other
than to perform the duties required by this contract.

Disputes. Any dispute concerning a question of fact arising under this Contract shall be disposed of by good
faith negotiation between duly authorized representative of MDRS and the Contractor. Disputes that cannot be
resolved in this manner shall be determined by a court of competent jurisdiction in Hinds County, Mississippi.
Pending final decision of a dispute, the Contractor shail proceed diligently with the performance of its obligation
in this agreement.

E-Payment. Contractor agrees to accept all payments in United States currency via the State of Mississippi’s
electronic payment and remittance vehicle, The Agency agrees to make payment in accordance with
Mississippi “Timely Payments for Purchases by Public Bodies” laws, which generally provide for payment of

undisputed amounts by the Agency within 45 calendar days of receipt of invoice. Mississippi Code Annotated
§ 31-7-301, et seq

E-Verification. If applicable, Contractor represents and warrants that it will ensure its compliance with the
Mississippi Employment Protection Act and will register and participate in the status verification system for all
newly hired employees. Mississippi Code Annotated §§ 71-11-1 and 71-11-3. Contractor agrees to provide a
copy of each verification upon request of the MDRS subject to approval by any agencics of the United States
Government, Contractor further represents and warrants that any person assigned to perform services hereafter
meets the employment eligibility requirements of all immigration laws.

The breach of this clause may subject Contractor to the following: (1) termination of this contract and exclusion
pursuant to Chapter 15 of the Public Procurement Review Board Office of Personal Service Contract Review
Rules and Regulations; (2) the loss of any license, permit, certification or other document granted to Contractor
by an agency, department, or governmental entity for the right to do business in Mississippi; or (3) both. In the
event of such termination, Contractor would also be liable for any additional costs incurred by the Agency due
to Contract cancellation or loss of license or permit to do business in the state.

Entire Agreement. This Contract, RFQ 3120003211, it’s amendments, and the Contractor’s submitted Statement
of Qualifications constitute the entire agreement of the parties with respect to the subject matter contained herein
and supersedes and replaces any and all prior negotiations, understandings and agreements, written or oral,
between the parties relating thereto,

Failure to Delivet, In the event of failure of Contractor to deliver services in accordance with the contract terms
and conditions, MDRS, after due oral or written notice, may procure the services from other sources and hold
Contractor responsible for any resulting additional purchase and administrative costs. This remedy shall be in
addition to any other remedies that MDRS may have.

Failure to Enforce. Failure by MDRS at any time to enforce the provisions of the contract shall not be construed
as a waiver of any such provisions. Such failure to enforce shall not affect the validity of the contract or any part
thereof or the right of MDRS to enforce any provision at any time in accordance with its terms.

Force Majeure. Each party shall be excused from performance for any period and to the extent that it is prevented
from performing any obligation or service, in whole or in patt, as a result of causes beyond the reasonable control
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I5.

16.

17.

18.

and without the fault or negligence of such party and/or its subcontractors. Such acts shall include without
limitation acts of God, strikes, lockouts, riots, acts of war, epidemics, governmental regulations superimposed
after the fact, fire, earthquakes, floods, or other natural disasters (“force majeure events”), When such a cause
arises, Contractor shall notify the State immediately in writing of the cause of its inability to perform, how it
affects its performance, and the anticipated duration of the inability to perform. Delays in delivery or in meeting
completion dates due to force majeure events shall automatically extend such dates for a period equal to the
duration of the delay caused by such events, unless the State determines it to be in its best interest to terminate
the agreement,

HIPAA Compliance. Contractor agrees to comply with the “Administrative Simplification™ provisions of the
Health Insurance Portability and Accountability Act of 1996, including electronic data interchange, code sets,
identifiers, security, and privacy provisions, as may be applicable to the services under this contract.

Indemnification. To the fullest extent allowed by law, Contractor shall indemnify, defend, save and hold
harmless, protect, and exonerate the agency, its commissioners, board members, officers, employees, agents, and
representatives, and the State of Mississippi from and against all claims, demands, liabilities, suits, actions,
damages, losses, and costs of every kind and nature whatsoever including, without limitation, court costs,
investigative fees and expenses, and attorney’s fees, arising out of or caused by Contractor and/or its partners,
principals, agents, employees and/or subcontractors in the performance of or failure to perform this agreement.
In the State’s sole discretion upon approval of the Office of the Mississippi Attorney General, Contractor may be
allowed to control the defense of any such claim, suit, etc. In the event Contractor defends said claim, suit, etc.,
Contractor shall use legal counsel acceptable to the Office of the Mississippi Attorney General, Contractor shall
be solely responsible for all costs and/or expenses associated with such defense, and the State shall be entitled to
participate in said defense. Contractor shall not settle any claim, suit, ete. without the concutrence of the Office
of the Mississippi Attorney General, which shall not be unreasonably withheld,

Independent Contractor Status. Contractor shall, at all times, be regarded as and shall be legally considered an
independent contractor and shall at no time act as an agent for the State. Nothing contained herein shall be
deemed or construed by the State, Contractor, or any third party as creating the relationship of principal and
agent, master and servant, pattners, joint ventures, employer and employee, or any similar such relationship
between the State and Contractor. Neither the method of computation of fees or other charges, nor any other
provision contained herein, nor any acts of the State or Contractor hereunder creates, or shall be deemed to create
a relationship other than the independent relationship of the State and Contractor. Contractor’s personnel shall
not be deemed in any way, directly or indirectly, expressly or by implication, to be employees of the State, Neither
Contractor nor its employees shall, under any circumstances, be considered servants, agents, or employees of
MDRS, and MDRS shall be at no time legally responsible for any negligence or other wrongdoing by Contractor,
its servants, agents, or employees. MDRS shall not withhold from the contract payments to Contractor any
federal or state unemployment taxes, federal or state income taxes, Social Security tax, or any other amounts for
benefits to Contractor. Further, MDRS shall not provide to Contractor any insurance coverage or other benefits,
including Worker’s Compensation, normally provided by the State for its employees.

Insurance. The Contractor represents that it will maintain workers’ compensation insurance as required by the
State of Mississippi which shall inure to the benefit of all the Contractor’s personnel provided hereunder. The
Mississippi Department of Rehabilitation Services reserves the right to request from carriers, certificates of
insurance regarding the required coverage. Insurance carriers must be licensed or hold a Certificate of Authority
from the Mississippi Department of Insurance,
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19.

20.

21.

22,

23,

Madification or Renegotiation. This agreement may be modified only by written agreement signed by the parties
hereto. The parties agree to renegotiate the agreement if federal and/or state revisions of any applicable laws or
regulations make changes in this agreement necessary.

No Limitation of Liability, Nothing in this agreement shali be interpreted as excluding or limiting any lability
of the Contractor for harm arising out of the Contractor’s or its subcontractors’ performance under this agreement.

Non-solicitation of Employees. Each party to this agreement agrees not to employ or to solicit for employment,
directly or indirectly, any persons in the full-time or part-time employment of the other party until at least six (6)
months after this agreement terminates unless mutually agreed to in writing by the State and Contractor.

Ownership of Documents and Work Papers. MDRS shall own all documents, files, reports, work papers and
working documentation, electronic or otherwise, created in connection with the project which is the subject of
this agreement, except for Contractot’s internal administrative and quality assurance files and internal project
correspondence. Contractor shall deliver such documents and work papets to MDRS upon termination or
completion of the agreement. The foregoing notwithstanding, Contractor shall be entitled to retain a set of such
work papers for its files. Contractor shall be entitled to use such work papers only after receiving written
permission from MDRS and subject to any copyright protections. Notwithstanding anything to the contrary, the
above information and/or materials do not include any Contractor Pre-existing Material, including but not limited
to material that was developed prior to the Effective Date that is used, without modification, in the performance
of the Agreement. “Contractor Pre-existing Material” means curriculum (including but not limited to the Next
Up curriculum, its videos, and lesson plans), materials, code, methodology, concepts, process, systems,
technique, trade or service marks, copyrights, or other intellectual property right developed, licensed or otherwise
acquired by Contractor, independent of the services to be rendered under this agreement. To the extent the above
described information and/or materials contain Contractor Pre-existing Material, Contractor hereby grants to
MDRS an irrevocable, perpetual, nonexclusive, royalty-free, world-wide license to use, execute, reproduce,
display, perform, and distribute copies of Contractor Pre-existing Material, but only as they are incorporated into
and form a part of the works developed for MDRS pursuant to this agreement.

Additionally, Contractor assures that any and all information regarding clients of MDRS will be kept strictly
confidential pursuant to 34 CFR 361.38 and will become the property of MDRS. Contractor assures that MDRS
shall have full access to all information collected. The Contractor is prohibited from use of the above described
information and/or materials without the express written approval of MDRS.

Paper documents containing Personally Identifiable Information must be destroyed by burning, pulping,
shredding, macerating, or other similar means that ensures the information cannot be recovered. If there are
electronic devices and media (for example, computers, disk drives, CD’s, Jump/Flash drives, magnetic tape, etc.)
that need to be disposed of, please contact MDRS for further guidance on approved methods on destroying
electronic devices and related media.

Paymode. Payments by MDRS using the state’s accounting system shall be made and remittance information
provided electronically as directed by the state and deposited into the bank account of Contractor’s choice. The
MDRS may, at its sole discretion, require Contractor to electronically submit invoices and supporting
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24,

25.

26.

27.

28,

29.

30.

documentation at any time during the term of this Agreement. Contractor understands and agrees that the Agency
is exempt from the payment of Mississippi taxes. All payments shall be in United States currency.

Personally Identifiable Information. Contractor will not disclose or release any Personally Identifiable
Information (PI1) to which the Contractor has access except as required to do so to authorized employees and
officials within the scope of the Contractor’s duties under this contract, Furthermore, Contractor acknowledges
that any unauthorized disclosure of the information provided under this contract may violate the terms of Section
1106 of the Social Security Act and the Privacy Act, 5 U.S.C. 552a and subject the Contractor to penalties,

Procurement Regulations. This contract shali be governed by the applicable provisions of the Public Procurement
Review Board Office of Personal Service Contract Review Rules and Regulations, a copy of which is available
on the Mississippi Department of Finance and Administration’s website (www.dfa.ms.gov). Any offeror
responding to a solicitation for personal and professional services and any contractor doing business with a state
Agency is deemed to be on notice of all requirements therein.

Propetty Rights. Property rights do not inure to Contractor until such time as services have been provided under
a legally executed contract. Contractor has no legitimate claim of entitlement to the provision of work hereunder
and acknowledges that the MDRS may terminate this contract at any time for its own convenience.

Record Retention and Access to Records. Provided Contractor is given reasonable advance written notice and
such inspection is made during normal business hours of Contractor, the State or any duly authorized
representatives shall have unimpeded, prompt access to any of Contractor’s books, documents, papers, and/or
records which are maintained or produced as a result of the project for the purpose of making audits,
examinations, excerpts, and transcriptions. All records related to this agreement shall be retained by Contractor
for three (3) years after final payment is made under this agreement and all pending matters are closed; however,
if any audit, litigation or other action arising out of or related in any way to this project is commenced before the
end of the three (3) year period, the records shall be retained for one (1) year after all issues arising out of the
action are finally resolved or until the end of the three (3) year period, whichever is later.

Recovery of Money., Whenever, under the contract, any sum of money shall be recoverable from or payable by
Contractor to MDRS, the same amount may be deducted from any sum due to Contractor under the contract or
under any other contract between Contractor and MDRS. The rights of MDRS are in addition and without
prejudice to any other right MDRS may have to claim the amount of any loss or damage suffered by MDRS on
account of the acts or omissions of Contractor.

Representation Regarding Contingent Fees. Contractor represents that it has not retained a person to solicit or
secure a state contract upon an agreement or understanding for a commission, percentage, brokerage, or
contingent fee, except as disclosed in Contractor’s bid or proposal.

Representation Regarding Gratuities. Contractor represents that it has not, is not, and will not offer, give, or agree
to give any employee or former employee of MDRS a gratuity or offer of employment in connection with any
approval, disapproval, recommendation, development, or any other action or decision related to the solicitation
and resulting contract. Contractor further represents that no employee or former employee of MDRS has or is
soliciting, demanding, accepting, or agreeing to accept a gratuity or offer of employment for the reasons
previously stated; any such action by an employee or former employee in the future, if any, will be rejected by
contractor, Contractor further represents that it is in compliance with the Mississippi Ethics in Government laws,
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32,
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codified at Mississippi Code Annotated §§ 25-4-101 through 25-4-121, and has not solicited any employee or
former employee to act in violation of said law.

Requirements Contract. During the period of the contract, Contractor shall provide all the service described in
the contract. Contractor understands and agrees that this is a requirements contract and that the Mississippi
Department of Rehabilitation Services shall have no obligation to Contractor if no services are required. Any
quantities that are included in the scope of work reflect the current expectations of the Mississippi Department
of Rehabilitation Services for the period of the contract. The amount is only an estimate and Contractor
understands and agrees that MDRS is under no obligation to Contractor to buy any amount of the services as a
result of having provided this estimate or of having any typical ot measurable requirement in the past. Contractor
further understands and agrees that MDRS may require services in an amount less than or in excess of the
estimated annual contract amount and that the quantity actually used, whether in excess of the estimate or less
than the estimate, shall not give rise to any claim for compensation other than the total of the unit prices in the
contract for the quantity actually used.

Right to Audit, Contractor shall maintain such financial records and other records as may be prescribed by MDRS
or by applicable federal and state laws, rules, and regulations. Contractor shall retain these records for a period
of three years after final payment, or until they are audited by MDRS, whichever event occurs first. These records
shall be made available during the term of the contract and the subsequent three-year period for examination,
transcription, and audit by the Mississippi State Auditor’s Office, its designees, or other authorized bodies.

Severability. If any part of this agreement is declared to be invalid or unenforceable, such invalidity or
unenforceability shall not affect any other provision of the agreement that can be given effect without the invalid
or unenforceable provision, and to this end the provisions hereof are severable. In such event, the parties shall
amend the agreement as necessary to reflect the original intent of the parties and to bring any invalid or
unenforceable provisions in compliance with applicable law.

Stop Work Order. The MDRS may, by written order to Contractor at any time, require Contractor to stop all or
any part of the work called for by this contract. This order shall be for a period of time specified by the MDRS.
Upon receipt of such an order, Contractor shall forthwith comply with its terms and take all reasonable steps to
minimize any further cost to the MDRS. Upon expiration of the stop work order, Contractor shall resume
providing the services which were subject to the stop work order, unless the MDRS has terminated that part of
the agreement or terminated the agreement in its entirety. The MDRS is not liable for payment for services which
were not rendered due to the stop work order.

Termination,

Termination for Convenience. The MDRS may, when the interests of the Agency so require, terminate this
contract in whole or in part, for the convenience of the Agency. The MDRS shall give written notice of the
termination to Contractor specifying the part of the contract terminated and when termination becomes effective.
Contractor shall incur no further obligations in connection with the terminated work and on the date set in the
notice of termination Contractor will stop work to the extent specified. Contractor shall complete the work not
terminated by the notice of termination and may incur obligations as are necessary to do so,
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Termination for Default. If the MDRS gives the Contractor a notice that the personal or professional services are
being provided in a manner that is deficient, the Contractor shall have 30 days to cure the deficiency. If the
Contractor fails to cure the deficiency, the MDRS may terminate the contract for default and the Contractor will
be liable for the additional cost to the MDRS to procure the personal and professional services from another
source. Termination under this paragraph could result in Contractor being excluded from future contract awards
pursuant to Chapter 15 of the Public Procurement Review Board Office of Personal Service Contract Review
Rules and Regulations. Any termination wrongly labelled termination for default shall be deemed a termination
for convenience.

36. Trade Secrets, Commercial and Financial Information, It is expressly understood that Mississippi law requires
that the provisions of this contract which contain the commodities purchased or the personal or professional
services provided, the price to be paid, and the term of the contract shall not be deemed to be a trade secret or
confidential commercial or financial information and shall be available for examination, copying, or
reproduction.

37. Required Public Records and Transparency. Upen execution of a contract, the provisions of the contract which
contain the personal or professional services provided, the unit prices, the overall price to be paid, and the term
of the contract shall not be deemed to be a trade secret or confidential commercial or financial information
pursuant to Mississippi Code Annotated § 25- 61-9(7). The contract shall be posted publicly on
www.transparency.ms.gov and shall be available for at the Agency for examination, inspection, or reproduction
by the public. The contractor acknowledges and agrees that the MDRS and this contract are subject to the
Mississippi Public Records Act of 1983 codified at Mississippi Code Annotated §§ 25-61-1, et seq. and its
exceptions, Mississippi Code Annotated § 79-23-1, and the Mississippi Accountability and Transparency Act of
2008, codified at Mississippi Code Annotated §§ 27-104-151, et seq.

38. Waiver, No delay or omission by either party to this agreement in exercising any right, power, or remedy
hereunder or otherwise afforded by contract, at law, or in equity shall constitute an acquiescence therein, impair
any other right, power or remedy hereunder or otherwise afforded by any means, or operate as a waiver of such
right, power, or remedy. No waiver by either patty to this agreement shall be valid unless set forth in writing by
the party making said waiver. No waiver of or modification to any term or condition of this agreement will void,
waive, or change any other term or condition, No waiver by one party to this agreement of a default by the other
party will imply, be construed as or require waiver of future or other defaults,

39. Approval Clause, It is understood that if this contract requires approval by the Public Procurement Review
Board (“PPRB”) and/or the Department of Finance and Administration Office of Personal Service Contract
Review (“OPSCR™), and this contract is not approved by PPRB and/or OPSCR, it is void and no payment shall
be made hereunder.

EXHIBIT “B”

SERVICES AND COMPENSATION

SCOPE OF SERVICES
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In fulfillment of the purposes of this Agreement, the Contractor shall provide MDRS with the professional
services needed to create and host comprehensive training events for MDRS clients. Services shall be provided
in accordance with the terms set forth in the Request for Qualifications RFQ 3120003211 issued by MDRS, and are
further described in Exhibit “D)”, captioned “Statement of Qualifications”, attached hereto and made a part hereof

by reference.

COMPENSATION

In furtherance of the performance of the services referenced above, MDRS agrees to compensate the Contractor
at the rates listed below. Purchases under this Agreement shall be subject to any limitations contained in Exhibit

D. Contractor agrees to ensure the funds subject to this Agreement are used in accordance with conditions,

requirements and restrictions of federal, state and local laws, as well as any terms and conditions set forth in the

Request for Qualifications.

Pre-Employment Transition Group Rate Individual Rate

Services

Workplace Readiness $75.00 per $85.00 per

Training unit/per unit/per student
student

Work Based Learning $100.00 per $110.00 per

Experience unit/per unit/per student
student

Job Exploration Counseling $75.00 per $85.00 per
unit/per unit/per student
student

Counseling on Post $75.00 per $85.00 per

Secondary Education and unit/per unit/per student

Training Opportunities student

Instructicn in Self- $75.00 per $85.00 per

Advocacy Training unit/per unit/per student
student

The Contractor shall invoice MDRS monthly as needed. The final invoice to MDRS shall be sent within thirty
(30) days after the Agreement ending date. The invoice should have appropriate documentation substantiating

actual expenses.

It is expressly under
specified amount

EXHIBIT “C”

d that in no event will the total compensation to be paid hereunder exceed the
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NOTIFICATIONS

Notices. All notices required or permitted to be given under this agreement must be in writing and personally
detivered or sent by certified United States mail, postage prepaid, return receipt requested, to the party to whom
the notice should be given at the address set forth below. Notice shall be deemed given when actually received
or when refused. The parties agree to promptly notify each other in writing of any change of address.

For MDRS: Billy Taylor, Executive Director
Mississippi Department of Rehabilitation Services
Post Office Box 1698
Jackson, Mississippi 39215-1698

[with Copy to Contract Coordinator|
For the Contractor:  [Contractor Name], Title}
[Company Name]

[Mailing Address]
[City], {State] [Zip Code]

EXHIBIT D

Statement of Qualifications
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Ql:

Al

Qz2:

Ay

Q3:

Ad:

AMENDMENT #1
TO THE REQUEST FOR QUALIFICATIONS
FOR PRE-EMPLOYMENT TRANSITION SERVICES
RFQ#3120003211

Do | put the counties | was approved for when | first applied, or the counties I'll be
working this school year? Also, with the increased school, will my budget change?

In your proposal, you must complete Attachment F — Areas of Coverage, which
specifically requires you to list the counties where you can perform Pre-ETS services.
The RFQ also states that providers must “specify the geographic areals) in which
services can be provided, as well as how the services will be delivered.” This means you
should report the counties you will actually cover during the upcoming school year—not
iust those from your original approval. The coverage section {s about current capacity
and service delivery, not historical approval. Budgets will be based on coverages areas
and the staff’s review of the progosals,

Page 13, Section 4.3 discusses Marked and Unmarked documents. Page 15, Section 5.1
in bold states Unmarked documents are no longer required. Could you please clarify
this information on what is needed for submittal?

Please disregard Section 4.3. Proposals are no longer required to be submitted as
“unmarked”, You are only required to submit a REDACTED version if you include
proprietary information in your proposal that you do not wish to be posted to the
public. Further details on redactions can be found in Attachment H “Redaction Notice”,
on page 31 of the RFQ.

| am a Louisiana-based sole proprietor. The RFQ notes that “sole proprietors are not
required to register with the Mississippi Secretary of State.” Can you confirm if any
additional steps {e.g., business license or local registration) are required for a Louisiana
sole proprietor to qualify prior to contract award?

MIDRS only requires that the business be registered with the Mississippi Secretary of
State if necessary, and have any license or certification required to do business in the
State, For more information on what is required for your specific business to operate in
the state, you may contact the Business Services & Regulation department of the
Mississippl Secretary of State’s office at 601-355-1633,



Q4.

54

Q5:

AS:

Qe:

Ab:

Q7.

AT

Q8:

AR

Since the rate sheet is provided in the RFQ, should { simply confirm acceptance of the
published group/individual rates, or do | need to calculate an estimated number of
students and present a total cost based on that estimate?

MDRS will set the totals for these contracts. You are not required to submit a total cost
estimate,

The RFQ requests an insurance certificate. Should proof of insurance be submitted with
the proposal or only upon award? As a sole proprietor, is there a waiver process or
flexibility until staff or subcontractors are added?

If available, you should submit the insurance certificate with your proposal, DFA may
withhold the final approval of your contract if it's not submitted.

Piease note that businesses that have less than 5 full-time employees are not required
to carry workers compensation insurance per Mississippi law. if you are not required to
have workers compensation insurance, please make a note of this in Attachment G
“Additional Data” of your proposal.

Section 5.2 states:

“The original and 1 copy of the proposal, 2 copies total with an electronic version, shall be

signed, placed in a sealed envelope or package, and submitted...”

Could you confirm if this means:

« |should submit one signed paper original, one signed paper copy, and a USB flash
drive with the electronic version (PDF}?

« Oris asingle printed version plus the electronic copy sufficient?

You may submit a single printed version plus the electronic copy.

Is there a specific type or size of envelope/package required for submission (e.g., manila
envelope, sealed box), or simply any sealed envelope clearly labeled with the RFQ
number and opening date?

There is no specific type of box or envelope that is required.

Are payments issued on net 45 terms from receipt of invoice, or is there a different

payment schedule that MDRS follows for Pre-ETS providers?

All MIDRS invoices use the net 45 payment terms per state law,




Qo:

AS:

Q10;

A10:

Q11

AlL:

Ql12:

Section 1.11 references an “Unmarked Proposal” with no self-identifying information,
while Section 5.1 notes that unmarked proposals are no longer required and instead all
sections should be marked. Could you clarify what is currently required:

Do | need to prepare a separate “unmarked” version of my proposal with no logos or
identifiers?

Should | simply submit one version with all sections “marked” as indicated {Attachments
A-H and proposal narrative), plus a redacted copy if | have trade secrets?

Section 5.1 is correct. You are no longer required to submit an “unmarked” proposal.
Your proposal may have identifying information (logos, staff names, etc..}. However, you
do have the option of submitting a “Redacted” version if there is proprietary
information in your submission that you do not wish to be made public knowledge. (see
attachment H of the RFQ for more information).

Does this RFQ include post secondary institutions?

Pre-Employment Transition Services can be provided to students enrolled in post-
secondary institutions. Also, if a Post-Secondary institution provides Pre-Employment
Transition Services, they can submit a RFQ,

Will Entrepreneurship classes be considered a Pre Employment Transition service?
Self-employment/entrepreneurship would fall under Job Exploration Counseling.

The RFQ states that services must be delivered in an integrated setting? What is the

definition of an integrated setting? Can Pre Employment Transition services be
delivered in a virtual setting?

Al2: The RFQ specifies that “all pre-employment services under this procurement must be

orovided in an integrated setting” In this context, an integrated setting means students
with disabilities participate in services alongside peers without disabilities to the
maximum extent possible, consistent with WIOA's definition of integrated employment
and training environments. It emphasizes inclusion in typical school, workplace, or
community envitonments—not segregated or disability-only settings.

The RFQ also requires providers to specify both the geographic area(s) in which services will be

provided and how services will be delivered. This language allows for flexibility in
delivery methods, including virtual instruction, as long as:
e The service is pre-approved by MDRS,




e |t aligns with one of the five required Pre-ETS categories, and
e iis designed to maintain the integrated setting reguirement.

Therefore, Pre-ETS may be delivered virtually if MDRS authorizes { it and if the virtual format
still supports Interaction consistent with an integrated learning environment,

An integrated settlng means providing Pre-ETS in environments where students with disabilities
are included alongside peers without disabilities, not In segregated programs, Virtual
services are permissible under the RFQ, provided they are authorized by MDRS and
delivered in a way that supports inclusion and meets the five Pre-ETS service categories.

Q13: This RFQ states that providers must have a bachelor's degree and one year of relevant
program experience. In the Job Extravaganza RFQ, providers were allowed to have an
associates degree or a high school diploma with Work Keys which basically meet the
Mississippl Department of Education requirements for an assistant teacher. Does this
still apply for this RFQ

Al13: Yes. While this RFQ outlines the standard minimum qualification of a bachelor’s degree
with one year of relevant program experience, the same flexibility that was applied in
the Job Extravaganza RFQ continues here, That means providers may also qualify with
an associate’s degree or a high school diploma with WorkKeys, which aligns with the
Mississippi Department of Education’s requirements for an assistant teacher.

In shott, both the bachelor’s degree track and the alternative assoclate’s degree/high
school diploma with WorkKeys track are acceptable for this RFQL

Q14: Onpage 11, the RFQ states: “the pre-service survey must accompany the initial monthly report

and invoice while the post-service survey must be submitted with the final monthly report and
invoice.”

Could you clarify whether this requirement refers to the pre- and post-tests
administered by instructors for each individual class, or whether it is intended as a
program-wide pre-survey at the beginning of services and a program-wide post-survey
at the conclusion of services?

Currently, we have been submitting pre- and post-tests each month with our billing
paperwork. We want to confirm whether this is the correct process, or if MDRS expects
a single pre-survey submitted with the first month’s report/invoice and a single post-
survey submitted with the final report/invoice for the year.

Al4:  Thelanguage on page 11 of the RFQ refers to the program-wide reguirement rather
than to every individual class. Specifically, the pre-service survey must be administered



to participants at the start of services and submitted with the initlal monthly report and
invoice, and the post-service survey must be administered at the end of services and
submitted with the final monthly report and invoice

This means MDRS does not expect providers to submit pre- and post-tests for each class
every month with billing paperwork. instead, it is intended as a beginning-of-services

pre-survey and an end-of-services post-survey tied to the overall service period for each
student.

Q15: Page 32 says the period of performance dates are Sept 12, 2025, ending Sept 11, 2026,
Page 6 says the dates are Dec 10, 2025, ending Dec 9, 2026,

Al5:  The correct period of performance dates are December 10, 2025 to December 9, 2026,

Respondents shall acknowledge receipt of any amendment to the solicitation by signing and

returning the amendment with the response. The acknowledgment must be received by MDRS
by the submission deadline,

Company Name: @ﬁﬁdﬁ-’/!}; %&/k Stries 9;‘4‘{) M M% Fac.
Signature and Date: }E k SO 0925
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Management Summary

Mississippi Department of Rehabilitation Services
Billy Taylor, Executive Director

Lee Shirley, Director of Contracts

1281 Highway 51 North

Madison, MS 39110

Dear Sirs;

The respondent respectfully submits a Statement of Qualifications to provide Pre-Employment
Transition Services (PreETS) for Mississippi Department of Rehabilitation Services (MDRS)
participants within both public and private school systéms across Pearl River, Stone, George,
Hancock, Harrison, and Jackson Counties in Mississippi.

As one of the largest organizations to serve and employ people with disabilities in our great state,
it is the company’s mission to empower individuals through workforce training. Our mission
encompasses the proven concept that people with disabilities, of all ages, excel and thrive to
obtain employment when given the opportunity and training needed. We are committed to
continually growing and adapting to provide high-quality services that address the emerging
needs of youth, ages 14 to 21, with diverse learning abilities. The PreETS Program will allow us
to build on our 51 years of workforce training expertise for individuals with disabilities. We will
discover, encourage, and build necessary skillsets for their future successes.

The PreETS Program will provide MDRS participants ages 14 to 21 with the following services:

Job Exploration Counseling

Work-Based Learning Experiences
Counseling on Post-Secondary Opportunities
Workplace Readiness Training

Instruction in Self-Advocacy

Based on the respondent’s experience in providing Digital Skills Training and Customer Service
Training by various methods, preparations can be made to adapt PreETS training from in person
to virtual or hybrid should the need arise. We have the staff and support in place to provide these
students and MDRS with the level of service needed for success, Upon receipt of the student’s
referral from the Vocational Rehabilitation Counselor, we will initiate PreETS training by
communicating and coordinating with each school district while also maintaining constant
interaction with MDRS,



With full support and enthusiasm of our Board of Directors and staff, we are eager to provide the
PreETS Program. We will offer a dynamic service to our young people that will create a
pathway to employment.

Thank you for the opportunity and consideration of our request.



PreETS for MDRS Clients
Statement of Qualifications

Respondent respectfully submits to a Statement of Qualifications to provide Pre-Employment
Transition Services (PreETS) to serve MDRS participants in designated school systems within
our six-county territory of Mississippi.

As one of the largest organizations to serve and employ people with disabilities in our great state,
it is the company’s mission to empower individuals through workforce training. Our mission
encompasses the proven concept that people with disabilities, of all ages, excel and thrive to
obtain employment when given the opportunity and training needed. We are committed to
growth and adapt to serve the emerging needs of our youth with diverse learning abilities ranging
from 14 to 21 years of age. The PreETS Program will allow us to build on our 51 years of
workforce training expertise for people with disabilities. We will discover, encourage, and build
necessaty skill sets for their future readiness.

Respondent serves six (6) counties in south Mississippi. Our corporate office location is 1955
Pass Road in Biloxi, MS. We propose to offer our PreETS services for MDRS Students in
designated school districts within the six (6) counties we serve. As of 2025, we have served
Mississippians with disabilities for fifty-one (51) years. In 2024, we averaged approximately
225 employees working at fourteen (14) locations. We proudly opened our 15% location in
February 2025, and successfully relocated a site to a new, updated location in July 2025. Of the
five (5) workforce development staff members currently employed by our organization, two (2)
have Master’s Degrees in Rehabilitation Counseling, one (1} has a Bachelor’s Degree in Human
Services, one (1) has a Bachelor's Degree in Special Education, and one (1) has a degree in
Education. In addition to the levels of education, this staff has numerous years of experience in
various fields, We have three (3) employees in our organization who are former MDRS
employees at leadership level totaling just under 100 years of experience. This organization has a
proven history of success in training and preparing individuals with disabilities for employment
careers. We have worked with the Mississippi Department of Rehabilitation Services
consecutively since 1974 and Mississippi Gulf Coast Community College since 2022.

Building on our proven history of delivering high-quality training services since 1974, we have
most recently expanded our success through multiple positive experiences in providing Work-
Based Learning opportunities for MDRS participants, Our President/CEO has implemented Pre-
Employment Transition Services (Pre-ETS) very successfully at another organization. We have
the resources in place to continue this success for students to gain the knowledge needed for
meaningful carcers.



Pre-ETS Plan of Services

The following services will be provided in alignment with the five required Pre-Employment
Transition Services (Pre-ETS) categories, ensuring students with disabilities receive meaningful
opportonities to prepare for employment and post-secondary success.

+ Job Exploration Counseling

This service will be provided using a variety of methods including Virtual Reality Career
Exploration. Our VR headsets offer more than 330 immersive simulations in the following career
clusters:

Automotive

Aviation Maintenance

Diesel Technology

Electrical Construction

Hospitality and Tourism

Manufacturing and Construction: The Skilled Trades
Public Safety

Virtual Healthcare Clinic

Warehousing and Storage

o 0 0 0 0 0 O 0 0

In addition, we are exploring the use of O*Net OnLine and related labor market tools to enhance
career exploration. Students will gain exposure to diverse career pathways, skills requirements,
and real-world workplace settings.

¢  Workplace Readiness Training
Workplace readiness training will be delivered through multiple methods, including:

o Digital Skills Training (Northstar modules and practical computer skills)
o National Customer Service Certification (industry-recognized credential)

o Self-Advocacy subsections (communication, problem-solving, confidence-
building)

We are also evaluating O*Net OnLine resources as an additional tool to support student skill-
building. These activities will prepare students with the essential workplace, digital, and
employability skills necessary for success.

e  Work-Based Learning Experience

A Work-Based Learning Program will be established at current retail locations and/or various
community locations, as appropriate. Students will gain real-world experience through structured
job shadowing and skill-based rotations. Reflection activities, supervisor feedback, and resume-
building supports will be incorporated to reinforce learning.



s Instruction in Self-Advocacy

Instruction in self-advocacy will be provided using the attached curriculum and interactive
methods. Students will engage in activities that help them:

o o O ©

Understand their strengths and challenges

Communicate needs effectively

Leartn disability disclosure and workplace rights (ADA, accommodations)
Develop confidence in speaking up for themselves in academic and employment
settings

¢ Counseling on Postsecondary and Training Opportunities

To improve employment outcomes and expand access to 21st century jobs, students and families
will be provided with guidance on post-secondary pathways. Services will include:

c o 0O C O ©

Information on course offerings and academic requirements

Career options and related occupational training

Post secondary opportunities linked to specific career fields or pathways

Guest speakers from local colleges, technical schools, and apprenticeships
Virtual Reality Career Exploration demonstrations for postsecondary programs
Exploration of O*Net OnLine tools for career and education planning

The provider is in possession of all required equipment, including VR headsets, digital skills
training platforms, and instructional materials, Personnel are already trained and fully prepared
to deliver these services effectively.



Digital Skills Training Overview

The purpose of Digital Skills Training is to equip students with the digital literacy needed to
succeed in work, education, and everyday life. This training offers structured curricula,
interactive online learning, and assessments across three core areas:

o Essential Computer Skills:
o Phone Keyboard Basics & Logging in
Basic Computer Skills
Internet Basics
Using Email
Windows 11
o MacOS
o Essential Software Skills
o Microsoft Word
o Microsoft Excel
o Microsoft PowerPoint
o Google Docs
¢ Using Technology in Daily Life
o Social Media
Information Literacy
Career Search Skills
Your Digital Footprint
Cybersecurity Basics

o O O 0O
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Digital Skills Training prepares students to become digitally literate so they can pursue and
succeed in careers that provide family-sustaining wages. The program uses standards-based,
interactive assessment modules to measure basic digital literacy skills and guide learners as they
progress to higher levels, Lessons are designed to be simple, accessible, and easy to navigate,
making them ideal for introductory computer and digital literacy courses. This training is widely
used in basic skills education and serves as a foundation for developing essential digital
competencies.

Three (3) sample assessments are included, due to the enormity of the file size and paper
required to include assessments for all 16 classes, All other assessments are available and will be

provided upon request. A sample Pre-Test and Post-Test is attached for the Digital Skills
Training.



Digital Literacy Pre-Test Date:

Student Name: School/District;

Instructions: Circle Yes or No for each question.

I can turn on a computer and log in.
Yes / No
I know how to use a mouse, keyboard, or touchscreen.
Yes / No
I can open and close programs/apps.
Yes / No
1 can create and save a file to a folder,
Yes / No
I know how to connect to Wi-Fi.
Yes / No
I know how to search for information online.
Yes / No
I can send and reply to an email,
Yes / No
I can recognize a safe vs, unsafe website.
Yes /No
I know how to use Microsoft Word or Google Docs to type a short document,
Yes / No
I know how to use technology for school, work, or daily life.
Yes / No

L} R—

Scoring Instructions Each “Yes” = 1 point Each “No” = 0 points Total possible score = 10 points

Pre-Test Score:



Digital Literacy Post-Test Date:

Student Name: School/District:

Instructions: Circle Yes or No for each question,

I can turn on and log in to a computer without help.
Yes / No
I can use a mouse, keyboard, and/or touchscreen with confidence.
Yes / No
I can open, close, and switch between programs/apps.
Yes / No
I can create, save, and organize files in folders.
Yes / No
1 can connect to Wi-Fi and troubleshoot basic connection issues,
Yes / No
I can search online using keywords and find reliable information.
Yes /No
I can send, reply fo, and attach files in an email.
Yes / No
I can spot unsafe websites, emails, or downloads.
Yes / No
I can type and format a simple document using Word or Google Docs.
Yes / No
I can explain how digital skills are important for school, work, and daily life.

Yes / No

Scoring Instructions Each “Yes” = 1 point Each “No” = 0 points Total possible score = 10 points

Post-Test Score:



Northstar Digital Literacy — Class Description

The Northstar Digital Literacy program helps students build the computer and technology skills
needed to succeed in school, work, and daily life. Training is hands-on, interactive, and designed
for all learners, including those new to technology. Each class is connected to a Northstar
assessment so students can {rack progress and earn certificates of completion.

Essential Computer Skills

e Phone Keyboard Basics & Logging In — Using a touchscreen keyboard and safely
logging into devices.

¢ Basic Computer Skills — Turning on a computer, using a mouse and keyboard, and
opening programs.

¢ Internet Basics — Searching online, using websites safely, and understanding web
browsers.

e Using Email — Creating, sending, and replying to emails, including using attachments.

e Windows 11 — Navigating the latest Windows operating system.

¢ Mac OS — Learning the basics of Apple’s operating system.

Essential Software Skills

o  Microsoft Word - Creating and formatting documents.

* Microsoft Excel — Entering data, using formulas, and making simple charts.
* Microsoft PowerPoint — Designing slideshows and presentations.

s Google Docs — Collaborating online and using cloud-based word processing.

Using Technology in Daily Life

¢ Social Media — Using social platforms responsibly and safely.

¢ Information Literacy — Finding and checking reliable information online.

o Career Search Skills — Using technology to explore carcers and apply for jobs.

¢  Your Digital Footprint — Understanding how online actions affect your reputation.

o Cybersecurity Basics — Protecting devices, personal information, and privacy online.

A certificate will be awarded to each student who successfully completed class with a passing
proctored score.
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¥ 3, Click op the Qulck Actrss Toolbar,
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¥ 5, Seiect tho correct answer,

You want to save the changes you made to the document,
but you do not want to change the name of the document or
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FIGGE A ARk ) AT RAME

.

£ Share

Save

~ Save As




" j
4]

Microsoft Word

> b Savethls document as 2021 Resumé , Inthe folder on the computer named "Employment”
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3 6,5ave thisdocumentas ' 2021 Resume Inthe folder on the compuiar named "Employment.’
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» 7.5elect the correct answer.

2021 Resume.docx
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% B.Check the spalling In the resumé,
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> B.Check the speiling inthe resurné,
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¥ 9. Correct the misspelled word.
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% 10, Change the dacument orientatlon to Portralt.
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5 19.Change the highilghted list to anumbered fist.
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» 22.Cut the highlighted text.
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Career Search Skills

Number of Questions: 33

% Janand Benjamin agree that the firet thing they bath need ta do ls to make a plan. Read the two plans.
Which ene |5 more Nkely to be successful? Setect the correct answer.

T

Jan's Plan Benjamin's Plan

Week 1: Apply for five jobs
Week 2: Apply for ten jobs

Week 1: Do some career self-assessments

Weelc 2: Talk to friends and family with
interesting careers about their work

Week 3: Apply for twenty jobs
Week 3: Reseaich companies in the area

Weel 4: Apply for twenty-five jobs
Weelk 4: Apply for any jobsthat seem
promising

3 2, Which tasks cauld help to imprave both Jan's plan and Benfamin's plan? Select the three best answers, Then cllck Next.

?Contact potenttal employers

T Critlelze the last employer oniine

Attend aob fair
Volunteer

Teli friends and family their help
isn't needed

' 3, Bopjamin'a tima unemployed l.ll:l.mlal. him n'a'ﬂu héﬁé]llt_ln h'n'llknd Wy last Job, But he's never really thought much
about what he might enjoy ketter, Saieck the two statements that are true. Thep, click Next,

b

A skl Identification test could heip him understand what kinds of jobs he'd
ke good at,

Avahues awarengss test could help him estimate how much he can get paid.

Interest inventories could help hm make a plan for paying off debt with his
new Income.

Agood self-assessment could hep him idi:'ntify careers and fobs that match
both the things he's good at and the things he cares about,
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Career Search Skills
Numlier of Questions: 31

. 4. Benjamin decldes to volunbeer to heipwith hls ni!;hborhnod cammunity garden.
? Select the three statements that ere brise Then, click Next,

Volunteering is a bad use of time, He shauld be applying for jobs instead.

?Volunteeiiﬂg gives him experience 1o a.'dd to hisresume. i
ﬁehﬁnteerlng connegts himwith people who can serve as references. ‘
?Volunteering prevents hhn'frgm hetoming lsolated while he's unemployed. \

Volunteering shows future employers he does not valuehis time or skills,

5. Benjamin has & lot of research to da sbous gardening caresrs. What are ways he can learn more?
Selgct the Ehree best angwers, Then eilck Next.

Post on soclal media to learn if he has any connestion to people in
gardening careers,

?Se_arch for locat fabor market Information on gardenins occupations.

Do an Internet search for gardening organlzaticns and companies In
his area.

Watch TV to see if a show about gardening comes on.

% &, Which of these are the best places to find manufactueing Jabs? Select the three hest answers, Then, click Next,

O

The Bureau of Labor Statistics

Manufacturing job boards

O

Education job boards

O

Manufacturing articles online

?Manufacluringcompanywebﬂtas ‘

‘FManu!aclurln‘g]ob falrs J .
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Career Search 5kills

¥ 7. Jenhad tan many results from this job search site, Change the srarch so that # only shows jobs thal were posted within the {nst wonk.

—
Joh Tltle Employer toblistingBate  Clty Hours
General Manager Butfalo Nov 2,2021 Minneapolis Fuil Time
Sales Speclaiist Pllat Sep 22,2021 Minneapotis  PartTime
General Manager Hamiltan Cct 7,2021 St Paud Fuli Time
Customer Service Representative  Pllot Oct 23,2021 Minneapolls  Fuil Time

ter: Aurora Transportation Oct 11,2021 Minneapolis internship
Sales Birector Arted Oct 20,2021 5t Paul Full Time

1 4 5 ‘ 6 7 B. 9
Refine Search [ Save Search  Start Neﬁ.- Search

% 7. Jan had too many resuits rom this job szarch slie. Change the tearch so that it anly shows Jabs that were posted within the last weak.

REFINE SEARCH OPTIONS
Within - 20 v inllesof
ZIP code

55111

Search for Jobs posted in the past:

60 days

14 days
Show|obs thatare: Fulltimeant 30days 7

Update Search

S 7. 1an had toa many results from this Jok search site. Change the search so Lhat 1§ only shows johs that were postad within the last week,

REFINE SEARCH OPTIONS
Withln - 20 v miies of

2ZIP code
55111

Search for Jobs posted in the pastsy 7days v

Show jobs thatare:  Fuli-tlme and park-time v




a

Career Search Skills

Numbar of Questions: 31

_ 8. Manyof sie results Jun s gebting now are for jabs that only offer 20 houre pef week.

" Shawolld rather have 40 haurs with benefits. Change the search agaln to thas [t oniy shaws those Jobs,
Iiiiin

REFINE SEARCH OPTIONS

Within 20~ mitesof

ZIP code
55111

Searchfor jobs posted inthepast:  7days v

Show jobs that are :{ Full-time and part-time VJ

" Part-time
Temporary
Intesnshlp

y B, Mpny of the results Jan bt getiing naware for jubs thal u'nly ofier 20 hours per week.
She would rather have 40 hotirs with benefits. Change the xearch againso that it only shows thosa fobs.

—

REFINE SEARCH OPTIONS
Within 20 v milesof
ZIP code

55141

Searchfor jobspostedinibe pastt  7days v

Shaw Jobs that are | Full-time A

4

9, Jap tearns about a manufacturing carser (A1 nearhy. She decides ta go. What are things she needs ta do ta prepare? '
* §atect the sik best answers, Then click Next.

tearn which cjt'nmi'ﬂa.ﬁies wlil be at the % Researchthe corhp_anlg‘s and declde whl&ﬁ
. career falr, ~ might be agood fit

O Apply for jobs with each of the companies.

? Update [er resume and make many coples,

& Invite friends to come along and give ? Practice intr_oduclng herself and her
references, qualifications '

Understand the time and location ofthefalr O Arrange to arrive near the end of the falr to
and how she will get there. leave a lasting Impression.

FPlan a ﬁra‘éentable appearance. : ]



Q

Career Search Skllls

Number of Questions: 31

¥ 10, What are lkely outcomes of Jan's career falr vislt? Select the three best anpwers. Then click Next.

W
I...

Jan will make new connections.

Janwill get to skip the application step.

O

Jan will have multiple Job offars,

Janwill give a good impreséion and make them more likely to ask for
an interview, .

Janwili understand better what the companles offer and whether
she'd like towork there,

% 43.Thisls Jar's resuzne, Benfamin found a few prohiems right away, What preblems do you ses?Find and ¢lick on three. Then, ¢llek Next.

123 Harrls St
Jan LOgglnS . 51, Paul MN 535114
Objective; B your most popular employes, (651)444-1133
Janloggins@mall.net
Xperience LS
Attentlan todetall
HG Manufacturing, St Paul, MN — Manufacturing Ciltical thinking
Associate "Sieong communleation
15/2013-5/2018
Tested products for quatlty and funclionallty. Troubleshiol Issues with AWARDS
equipment. 100 Days of Safely
HG Manufacturing, St Paul, MN — intern
42012472013 LANGUAGES

Comumuncated with customers to answer questions. Worked onproject tosmove  Epgilsh and Spanish
product manuals online,

12, Which sklils from Benarmln's old resme could transfer toa gardening resume? Click an three buliebs that will easlly transfer tojols
* Another lndustries. Then, chek biaxt.

EXPERIENCE

HG Manufacturifg, Brooldyn Center, MN — Manufacturing Froductiontead
October 2016 - Qctober 2018

+ Operaled CNG machlnes, fathes, saws, grinders, horlzontal borlng mllis, and milling machines lo
bulid and repalr machine parls.

[+ Developed trackiag system for shared tasks. |

| » Mentored new employess, | '

NSD Systems, Richfield, MN — Maclinist
January 2012 - Ocsoher 2016

[ + Increased prqdu‘ctivlw 13 percent by mproving teaimunlty, |

« flan an englne lathe to dimenslonal specifications and quality standards.



Q

Career Search Skllis
Nomber of Guestions: 31

19, Benjamin decldes o create a portiolio. What would be good things for Benjamin ta Inchude In hls gardening portiolla?
Sefeet three correct answers, Then elick Neat.

? Photas from hls garden.

Before and aﬁer bhctos from the cémmunity

garden.

Anarticle from the newspaper abeut the
community garden that Includes a guote
from Benjamijn: -

]O

O

Some salsa made from tomatoes he grew,

Testimonlals from other Involved fn the
community garden.

O A letter from his mother about Benjamin's

litelong interest in gardening.

Diagrams of his garden plot plans.

.14, Which quslifications in this jok pesting da you think Jan should Wghllght In her cover letter?
#" Click on the five bullets Jan shoutd address, Then, click Noxt.

> 15.\What are the necessary lements af a cover fetter? Drag each one Inta the correct nrdey in tha decument, Then cllck Next,

Job Tithesvlachinlst{Eintry Leved)

Cornpany: Altman {Adexandrla, MM

Job Daserlptien: Manufacture interlor components for mafor aerospace compantes,

Requlrements:

» Must ba at least 18 yearsold,

+ Micrasaft Office Professional, Word, Excel,
statlstleal and manufacturer softwave.

v Varbai and written communlcation skitls,

] Wi‘llngﬁess to |ralnipother areasin the
deparbiment, . :

v Must haye a focus on safety'and follaw all safely
guldelines.

+ Johoffers a casual dresscode,

{ + Must have strong attention lo detal,

» Must pass a background check and drug Eest,

« Computer literata with the bty bo learn and
. work statistical and manufacturing softwate
applications.

1 Header

2 Greeting

3 Introductlon

4 Skilis and quallfications

5 Next Steps

4 Professional closing
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Career Search Skills
Number of Questions: 31

3 16.Which element s which? Drag each pisce of Bepjamin's letfer to the term that names it. Then click Next,

Hesdrr
© Rasef Beofardn Farfls
" ' 29 Grorphe st
Hinne spolir 4N 55423
{651} 3227850
benta g pmaitcam

Oriober 39th 2058

Greetlng
Dearbis Quaset,

introduition

Sty name ts Bralamin Fards, #nd i writing Lo express myplntecestIn the Hortcutiural
OQrganlzes poshtion,

SHils and fublificilons

Inmy lasl postiion, 5 Manufaclurlng Production Lead at HG Manwhicturing dwensevenl
awards kot my e el png safe york § 2iso crested a drecking syslindor ouf produdts,
which | £4lieve wirald be very banefichi Inthe Hortlewbural Qigantier position,

HedStepy
Ttvioutd 14 wonderful to mestvdthyoufor sninterviews.d cinbe resched ab.
penteces@mallcom, o by phone 811 (653)333-2870

Professtonyd cipsing
Sncarddy,
\ BenjarainFareds

y 17, Jantrled two dralts of her lstier, Which ane ty stronger? Sclect the correct anewer,

NOVEMBER 2021 NOVEMBER 2021

Marlssa Lee Marlssalee

Manufacturing Supervitor, Health Productions Manufactuelng Supervisor, Health Productions
8900 E Laka St. 8900 F Lake 5t,

Inver Grove Helghts, MN 55789 Inver Grave Helghts, MN 55789

Dear Ms. Leg, Hi Mazissa,

I'mviriting to exgress my Interest for the Manufacturing Twould love tohave this jols!

Associate I position,

P'ravery gualified for this poslition because of my past work at
| amuniquely qualified for this position because of my past HG Manufacturing, and I'm gebiing pratty bored at home,

_ workat HG Manufacturin

18, Jan heard from afriend wha alwm:ki l'nmmuhr.lur.ln'! that his company might be preparing ta hire soon He encourages Jan to
! contact s manager before tha |ob 1 posted. What ks the best way for Jan to make cankact? Belect the correct apswer.

Emall her resume as an attachment and wait
to haar back.

Send the manager a Facebook friend request.

Call on the phene and ask far an inforimational :

interview.
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Career Search Skifls

Mumbes of Questlons: 31

. 25.Ben|amlo has an Interylew tomarraw at a greenhouse that he fesis realiy gaod ahout, Jan glves him sems ndvice aliaut what ta do
’ immedlately after the Interview, What Is good advice? Seject the two best answers, Thoen, cHel Next.

Contact his references to let them know they
might hear flrgm the employer.

Post on sacial media about the answers he
thought he got wrong,

?Send the lntervlewérs thank you notes, -

Send his new boss flowers.

3 26, Which statement is trus about the hiting process? Select thecorrect answer,

The interview happens In the recruitment stage,
and employers only recruit people they know thay
want to hire,

The screening stage is before the recruitment
stage, and getiing an interview confinms that you
passed the screening.

The interview happens in the selection stage, and
everyone who s offered an interview meets the

qualifications.

27, Benamin gat a job affer} What shatld he be surs to understand and consider befprs he accapts?
" $alect four carrect answers. Then click Next,

g’ay rate or salary, ]

Whether the company monitors internet use,

O

Which of his favorite restaurants are nearby.

?Dutigs and respensibilities.

?Insurance and retirement benefits, ) ?'Schadu e and vacation time.

'?Tralning and promotion cpportun ties. !




Q-
Career Search Skills

Numbzrof Questlons: 31

5 29, Innvis nervous that the [nberviewers wiil ask about her last layalf and an arrest she has on her recard.,
What shauld her plan be for answerlng these questions? Seject the correct answer.

Make it clear that it was her friend's fault.

Admit what happened, but frame It as
nositlvely as possible, explaining the steps
she’s taken to hetter herself.

Repeat the qualifications she listed on

her resume.

9 24, Benjamin Is told that by Iaterview Is & sereening Interviaw, What does this mean? Select every correct answer. Then, click Next.

?lf he's successful, there will be another Interview.

He will spend the entire time with his new potential bess.

?He should wear nice clothes.
O

He is the only person they're interviewing

% 24, What toplcs are Nlegal ta ask abaut n & Job Interview? Select three carrect answers. Then, click Next,

Race } ’ Disability ] OPastnames

ol
Famity Military Service

OPast corwlctions Age




Q

Career Search Skills
Number of Questions: 31

. 1%.Someone BenJamin met thraugh the community garden asked him o send inaresime,
‘ What advice should Benjamin foliow? Select twa carrect anawers. Than cllck Next.

Paste the resume in the body of an email.

fAttach the resume to an emall as a PDF, ‘

fWﬂte abrief introduction,

Tell them you'll call within a day or two.

. 20, jan and Ben|amin vere bath offered ntarviows| How they need to prepare, What should Jan and Benjamin both do
* uefara thelr Intarviews? Selact evary carrect answer, Then, silck Next,

Think abaut haw they can combensate for
weaknesses,

Study the company's webslte, and _ans-r pther -
materlals they can find.

O Plan questions to ask she interviewers about
salary, vacatlon, and benefits,

Plan answers to questions they th_ink
Interylewers are likely to ask.

Clean up and ¢choose a professlonal outfitto ? Practice interviewing with gach other, ‘

wWear,

Look at the job descript'lpn agaln and study
how their skiis, experience and empleyment
histery match what the company reguaests.

% 24, What questions should they expact ta have to answer during ihelr intervlows? Select eyery carrect ansyrer. Then, click Next.

? Teli me about yourself. . J? Why do you want this job?

O

How many Twitter followers do you have? ?,What is your.higgest weakness?

F What are your strengths? : - ]? Where doyou see yourself in five years?
What Is an accomplishment you're maost ) O Which mouse curser appears over web
proud of? . links?
? Whatkind of team member are you? ]? How have you handled conflict In past Jobs? ' I

O Which Microsoft Word tab do you find the
margin options In?
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Basic Computer Skills

3 1. Click on the desktop computer,

% 2,Click an thelaptep compiner,

3 A.Click onthe touch serean In the pleture,




-

Basic Computer Skills

3 4, Click on the home butten In the pleture,

» &, Click on the USE port.

$ 6.Clickon the computer's canyera.




Basic Computer Skills

» 2.Click onthe charging port,

% 8,Cck on the system unlt, or computer case.

AL L b b bE b
IR AN
Bt S T S T T S O B O A I
L T T L N O 2
RN
AR

I S T T B A )
fo

9 9.Click on the monitor,

CSCRDNCEE R TRE TR I )
L T T T
[ IR I ;
R I TR TN A TR IR B

EE I R DR B IR Y I
Ll b o bt Fodl
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Basic Computer Skills

% 10.CHek on the buttenn the picture that furns en the computer,

buana Toew fora 150 Q)

¥ 11.Click on the button tn the picturs that turns the monktor an and off.

P kv Jose T [0

% 12.Lag Into the computer wslng the username ; I'li;rA::ryl'lal‘a‘ - and the passward | 53476 5, Click Log In when you're done,

Northstar Library Computer Lab Login

Username

Hibrarylab

Password

53476
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Basic Computer Skills

% 13.Press the key that makes al} the letters you type capital [etters untll you press It agaln.

D R D N G G G G S D
' # A -
? } 4 -

daSlEaEaann

NAGEEGEaNEaERna
!
OO aEann

% 14, Press key that will start a neyine of pazagyaph In your text.

S N 0 D D D D Ol (0
TITTTTTTTITTT-
"PCTITTTTITTTTITL
= PTTITTTTTTIT]
CTELTTETTTTT
F 1 0 A (2 2 G 8 0

¥ 15 Press thekeyvouneedlouumm“:.?.fInitndﬂlTf .

0 G 55
10 CX 0 N X 0 0 0 5 N O 0 O G
el el
[E 3 G G O 6 O
R N N N (0 0 0 N G O
RO Sasann
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Basic Computer Skills

5 14, Press the Key that delstes charagters to the left of your cursor.

el rer el
TITTITTITITI]
“TFFTTITIIFLLL L
CTTPITTITITIIT] [
CITTETETTITITIT [
I N A £ (22 G £ N

i N G O G G N D
(0 0 5 X X 5 0 E D 0 D G 6
HOdaaalaEaanm s
= PPl LT
HaaGadaadann
O N O

Wt

% 18, Press the key that maves the cursor to the next fabstop.

N RERAEERDNEEE
[EVTEN1)

Ty te

“ 7
| lllllllllll =
SN NNaEne
BN EEnn
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Basic Computer Skills

3 19, Mute the velume with one cllck by the plcture of the audlo box.

T BN P TIN  OFE R TR PR )

i

3 20.Click on an teon in the pleture that apens aninternet browser.

%  Finder File Edlit View Go Window Heip

Google Chrome

My Resuni Lk Recyele Bin

T B equtlimig sdugh ¥
€ 3 O M fewas R AdwgoagERT oL

Py alse ash

ihal are gome eramples of digllof laéracy?
Wlial ie meant by ihe feem dignal Wleracy?
Why ia digital higtecy?

Vihatls cigial 2ge leraey?

£ Typeheretosearch




Basic Computer Skills

3 22,Movys the dacument Enliad “September Calendap” to the Recycle Bin,

Lepleining
Calerda

Leple g
¢ bl

. [T
H

badriinis

% 23,C0ck on the settings icon In the plcture that can help make the computer easles to use (for example, make mouse polnters bigger).

El

System
ERT<EPN I IEUREE
Frael

(e

Time & language
Spagah CyIn gile

Natwork & Isternet
WeRL ¥ EEae ooe YRR

Gaming
Byme bar vk
Imadcasting G hade

Windows Settings

z] 5

Personalization Apps
Saongroand tock vareen tinamsil delauls ophonat
nehary faatues

Accounis
W31 JLLSUALE, emsd yad
sk family

] : /u
et :
R ! L
Ease of Access ¢ Privacy Update & security
Nonater magifies ey LICAUCN CumnEry wWansad undalé resgeary
contrast Lathup

3 24, What does this picture mean? Sefect the carrect anywez,

'

* ol st B

A.You have a new emall

B. Your phone Is hroken

C. A software update [s available

D. Your phone has been hacked
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Basic Computer Skills

3 25.1n the mabile keyboard in the plcture, cilek on the Key that shows ancther keyboard with more character cholces.

gwe r tyu

asdfghjKk

DEL

&L 7z xcvbnmao

¥ 24, Cllck onthe mouse.

» #1.Clickantha toushpad,




Basic Computer Skills

» 2B.Cilck bn the mouss palnter that wiliopen a file folder,

L 5 1ThisPC - n X
Corrnes Wiy 0
S v 4 T ThisPC > v

+ Foldess (6)

' = ¢ D

Dasktop  Borumentd Dovinloads Musle
o ]
Plcturas Videos

% 29, Cilck an the mouse palnter thad shows you can Insert ar change text |n this area,

Elesd 428 em s Jock R Comprt fhdn S empbrn s st AL 3yl
o o o Fhamgpbe g A i W b & e an s L vl sl et
Virse By e b4 O g e k.

e e ot 5o J hab ol w0t betsbn s 6 tbe il Dorpudins bt la gty ik

wrm et iR 17 0 e Tt H
Ko g tangula n bd Erg b 82 P Tl 158 nmprn 0 g i
bttty
Co prarred e I Bedimond bkt e 4 s 08 L ergymd

T v s b esidoad) pew
it yve b i g i, B et o8 o0V Tarbd DT £ 1o Lo
{epienary Patrg st e et ' Ferey:
# yeut gt ey ek

% 30, Double-cick on This PC n the plsture ta apendt,

'
s 1'C

pETT—— S
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Basic Computer Skills

¥ 31 Right-cligk on the User folder In the picturs,

ThisPC : Recyche Bin

R Typehereto search

¥ 32.Mave the document in the pleture into the foider,

A T i Recveto B
By b= s e flecycte Bin

5 Type here to search

3 39, Select alf of the checkbaxes In the plcture. Then, cllck the "OK* button,

. ) - i
Deshtop leons :

i
|
i Desktop leons
i
i

Computer £4 Recycle Bl },
\ User's Flles Conirol Panel i
E A Nebwork !
: et et et e t
i 4 k4 e a |
H This PC User Metwork  RecycleBln |
| (i) H
Y |
E Recycle Bln
i {femptyd i ;
; ;

Carcel H Apply j
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Basic Computer Skills

» 34.Click on the JconIn the plcture that expands the navigation menu,

Gougle

gigital lileracy X a

ALL HEWS HANGES nPEGS MAPS

<

Digital literacy

st !

. IS L
. wrivace

Naal itprary 16 The &e1 of anmnalansiac meafod

3 35, 5crall down ta the botlom of the weh page In the picture,

Fmployers can be confident that Jobseekers with Certificates have demonstrated competence In basic
digital fiteracy skills listed. The standards include basic computer competency benchmarks needed for many
Jobs. Onling assessment modules were designed by professional educators to measure mastery of the
benchmarks In a comprehensive manner. They were extensively piloted at a number of sites to ensure
rellabitity.

The assessments do not rely on independent, potentlally subjective judgment of user abillty. Instead, they
assess user knowladge In an objectlve manner, relying on carefully destgned questions requiring users to
demonsirate the skills assessed according to predefined and valldated values.

Thaiks!
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Basic Computer Skills

> 36 Click an the buttan Inthe picture that makes the volume jouder,

9 37, 5elest allof the places you can stere fles, Then, click Next,

> if .': EE -

| Google Drive fIf

Local Bin {CY)

3 98.Cllck on the Jcon In the plcture that shows you are connected to WiFI,

o 11:07 AM
et Iz % 1/24/2022




Virtual Reality Career Exploration Description

Virtual Reality Career Exploration hands-on simulation training provides an immersive learning
experience that gives students real-world experience in the skills they need for well-paying jobs,
Guided by a digital coach, they receive expert, personal instruction that teaches them how to
perform essential tasks, gives feedback based on their specific actions, and assesses performance
fo help students improve and explore career options. With over 330 simulations available,
students can explore a diverse field of possibilities before deciding on their future,

» The product catalog is included, but additional simulations are being added quarterly.
¢ Pre-Test and Post-Test are included after the catalog,
¢ This class can be done in as many lessons needed to explore various career fields.

See attached Virtual Reality Product Catalog.
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Transfr VR Job Exploration Counseling Pre-Test Date:

Student Name: School/Program:

Section 1: Career Awareness
I can name at least three different careers that interest me.

O Yes [0 No

1 know what skills are required for jobs in fields like Automotive, Healthcare, Hospitality, or
Technology.

O Yes (O No

I understand the type of education or training needed for at least one career I am interested in.
L] Yes L) No

Section 2: Confidence in Exploration

I feel confident exploring new careers that I have not considered before.
O Yes 1 No

I know how to use O*NET or other career resources to learn about jobs,
0 Yes L No

Section 3: Self-Reflection

I can describe at least one strength that could help me in a future career.
[ Yes O3 No

I can describe at least one area I need to improve to be ready for work.

{1 Yes ONo



Transfr VR Job Exploration Counseling — Post-Test Date:

Student Name: School/Program:

Section 1: Career Awareness

Name at least one career I explored in VR that inferests me.

I know what type of training, certification, or degree is required for one or more of the careers [
have explored.

L} Yes OO No

Section 2: Confidence in Exploration

After using Transfr VR, I feel more confident exploring new career pathways.

L1 Yes LI No

I know how to use O*NET or other career resources to continue exploring jobs I tried in VR.
{1 Yes O No

Section 3: Self-Reflection

Describe at least one strength I discovered about myself through VR exploration.

Identity at least one cateer pathway I want to explore further.




Transfr Product Catalog

Transfr Trel

Transfr Trek Is an immersive, muiti-modal career exploration solution with interactive assessments, VR
simulations, and easy career planning tools making career exploration more accessible and engaging

for learners. it is built to prepare both youth and adult learners to navigate career detaiis, adapt to the |

gvolving job market, and get on a pathway to upward mobility.

Career Occupation Matching

in Transfr Trek's mobile experience, learners are matched to high-growth, high-demand occupations across ali
16 career clusters based on their interests and can review localized career data including outiook, salary, and
skills needed. Regional programs and recommended courses give learners guidance into avallable pathways
to plan their career journey. For the complete list of occupations in Trek, visit the Appendiz.

Transfr Trek Career Simulations
Ali career exploration simulations last iess than 10 minutes and are available with closed captioning and in Spanish.

Career Simulatlon

Blesel Farm Equipment Mechanic Repair Diese! Farm Equipment
Diagnose and fix a combine harvester diesel engine.

Food Sclentist - MW Test New Snack Packaging

Perform a series of tests on & new snack packaging matertial to determine if it's effective and ready for production.

Vieterinary Techniclan Care for a Dag with an Ear Infection
Asslst with treating & dog with ticks and an ear infection.

Career Simuiation

Architect - NEW! Design a New Bullding for a School
Dasign, create blueprints, and oversee construction of anew career and technical education building on a high school
campus.,

Broadband Tower Construction Rebuild a Destroyed Communication Tower

Attach a new segment to rebuild a damaged communication towar.

Broadband Utllity Construction Dril an Underground System
Use a horizontal directional drill toinstall underground conduit for fiber optic cable.

Broadband Flber Installers and Repalr Fiber internet for a City Block
Repalrer Repair a broken fiber optic cable to restore internet service,
Carpenter Rebulld a Historic Bakery Roof

Finish constructing and installing a roof truss assembly as part of a major repair to a historic building.

Construction Laborer Demolish an Overpass
Safely demotlish an old overpass using power tools and explosives,

Distribution Line Worker Restore Power to a Nelghborhood
Replace a transformer to fix a power outage in a neightiorheod,

Electricians Fix Power Outage at a Hospital
Replace a faulty relay to restore power to a hospital.

o



Trans{r Produci Cataleg

Plumber, Pipefitter, and Steamfitter  Prepare a Plpe for a Commercial 8ullding
Parform the required safety precautions and procedures for cutting a pipe and preparing ends for welding.

Solar Technician install a Sotar Panel on a Home
Installa solar panel and connect the wires in the breaker box.

Transmission Line Worker Restore Power to an Entlre Town
Changa an insulator on 2 high voltage power line torestore electricity toa town.

HVAC Techniclan Repalr a Rooftop HVAC Unit
Investigate, repair, and perform routine maintenance on a commerclat rooftop HVAC unit,

Flumber Repalr a Pool Filtering System
Repair a community pools flitering system by identifying a leak, installing a new pump, and restoring water flow.

Steelworker Build a Warehouse Structure
Build the core structure of an industrial warehouse to spacification using steel columns and beams.

Career Simulation

Graphic Designer Redeslgn a Restaurant Brand Kit
Learn different graphic design concepts and apply them while using an image editing program to fix problems with a
restaurant’s brand kit.

Carear Simulatlon

FInancial Analyst Make an Investment Plan
Assess a foundation's investments and create anew plan to increase their earnings.

Career Simulation

City Planner - NEW! Plan a New Urban Development
Pian the zoning. utilities, and public services of anew urban development according to a set budget,

Dlagnostic Services Pathways .

Career Simutation & Descrliption
Radiclogle Technologist {RT) Capture an X-Ray of a Leg Wound
( 4:Content warning: blood) Assist with preparing a patient and radiologic equipment for capturing x-ray images of a penetrating wound with a forelgn

object inplace.

Clinlcal Laboratory Technologist Process a Sample Inthe Lab
Assist with a white blood cell vighility test on & blood sample te help determine the best course of treatment for a patient

undergoing chemotherspy,
Therapeutle Services Pathways & i o
Career Simulation & Pescription

Emergency Medlcal Tachnician (EMT)  Help ataCar Crash
Assist with cervical spina pracautions and applying a splint at the scene of a car crash.

Medical Assistant {MA) Assist with an Electrocardiogram (EKG)
Assist with a 12-lead electrocargiogram by epplying and removing electrocardiograph leads on a patient in a medical facility.

Pharmacy Technlcian (PhT) Prepare an Intravenous {1V} infusion
Assist with preparing and sending an intravenous (I} infusion for an emergency reom patient.

4




Transfr Product Catatog

Surgleal Technologist (ST) Assist with Knee Surgery
(4~ Content waraing: blood) Pass instruments to the surgeon and use a bone saw during surgery in an operating roos:.
Reglstered Nurse (RN) Halp an Emergency Patient
Obtain a blood pressure measurernent and start an Intravenous line and infusion on a patient in the amergency room.
Phiebotomist Performa Blood Draw
( 4+ Content warning: blood} Comfort a nervous patient while collecting a blood sampte with a needls and test tube.

Career Simulation

Chef Prepare and Plate a Signature Dish
Help prepare the ingredients for an abalone risotto dish and plate the entree at & Korean-themed, fine dining restaurant.

Restaurant Manager Improve the Dining Experlence at a Restaurant
Listen to customer complaints and resolve problems related to food quality around the restaurant.

Career Slmulation

Cosmatologist - MEW! Parform Facial Treatments
Performa cryo faclal and LED therapy on a client with acne to soothe her skin and boost her confidence.

Certifled Nursing Asslstant (CNA) Help Family Members Connect
- MR Help a resident at a long-term care facility find thelr hearing ald and connect with their son.

Caresr Simulation

Geographic Information Systems Process Agrigultural Data for a Family Farm

{GIS) Techniclan - MEW! Process agricultural data to create a map that wilt help farmers make informed decisions about their crops this year.
Network Techniclan Fix an App Service Outage

Make and Install a CAT6e cable to fix an offline app.

Cybersecurity Analyst Stop a Cyberattack
Use security softwara to identify the threat, resolve a network vulnerability, and stop a cyberattack on a city's power grid.

Career Simulatlon

Emergency Medical Techniclan {(EMT) Help at aCar Crash
Assist with cervical spine precautions and applying a splint at the scene of acar crash.

Carear Simulation

EV Battery Manufacturing Techniclan  Assemble Components of an EV Battery
Assemble and test components of an electrical vehicle battery.

Industrlal Malntenance Techniclan Repair an Industrial Cooker
Repair a broken industrial cooker to restart the production line in a food manufacturing plant.

Robotlcs Specialist Repalr a Moblle Plcker Bot
Aepair a matfunctioning mobile picker robot so it can safely return to its automated tasks at a large fulfillment center,
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Semiconductor Manufacturing
Techniclan

Weiders

Installation Maintenance and Repair
Worker

Quality Control Analyst

Career

AGP Technician

Electrie Vehlicle Service Techniclan

Automotive Services Technlclan

CDL Truck Driver

Career

Electrical Engineer

Simutation

Find the Contaminated Microchips
Use a metrology too! 1o find which microchip is contaminated with particles.

Fix a Broken Assembly Line
Weld a braken joint to repair a conveyor belt.

Make Repalrs at atHotel
Reptace alight bulb in a chandelier and repair an automatic door senscr at ahotel.

Test & Prosthetic Leg
Perform quality control testing procedures on prosthetic tegs to verify their safety and functionality.

Service a Commercial Alrplane
Inspect a jet engine fan and repair a damaged tire to make an airptane safe for flight.

Repiace an EV Battery
Reptace the EV battery in an electric vehicle.

Change the Oll in an Automoblle
Change the cii and the ol filter in an automobile.

Prepare for a Trucking Route
Explore the features of a semi-truck and prepare for the final leg of a delivery.

Slmutation

Deslign an Electrlcal System for a Hospital
Deslgn an electrical system for 2 hospital that contains backup power sources and fallsafes.
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Virtual Training Facility

A inkin i

452

The Transfr Virtual Training Facllity's interactive VR learning experiences empower job seekers to build foundational skills
and get on pathways to well-paying jobs in high-growth industries.

Automotive

immerssive virtual training environiments give trainees arisk-free setting where they
can practice and polish fundamental skills in automotive maintenance and light repair
(MLR) and collision repair & refinish (CRR) to obtain entry-level empioyment as an
automotive service or auto body technician.

Simulation
Controls Tutorial: Automotive

Engine O Change

Battery Safety and Service

Starting and Charging Fundamentals

Jacks, Jack Stands, and Lift Safety

Automotive Safety Awareness: Airbag,
ABS, ADAS and HY Batteries

Disc Brake Pad Replacement

Drum Brake Shoe Repiacement
Suspenston System Types

Fuel System Fundamentals

Fuel System Safety

£ngine Cylinder Compression Test

Steering System Types

Simulation

Hznd Tools Used in Auto Body

Power Tools Used in Auto Body

Basic Auto Body Stralghten Fundamentals

- Hammaer & Dolly

Description
Learn and demonstrate basic use of the VR controllers in Automotive Fundamentals.

Learn and demenstrate how to perform an oif and filter change.

Learn and demonstrate how to safely remove, replace, clean, test, and charge batteries.

Leasn and demonstrate how to identify and test for basic starting and charging system components
{DTAC).

Learn and demonstrate how to safely and properly place jacks, jack stands, and lifts,

L.earn and demonstrate how to disable and handle air bags.

Learn and demonskrate how 1o identify, inspect, remove, and replace disc brake components,
including brake pads.

Learn and demonstrate how to identify, inspect, remove. and replace drum brake components,
including brake shoes,

Learn to identify various types of suspension system designs.

Learn to identify air induction and fuel system components.

tearn and demonstrate how to perform a fuei system bleeding procedure.
Learn and demonstrate how to perform a cylinder compression test.

Learn to identify various types of steering system designs.

Description
| earn and demonstrate knowledge of common auto body hand tools.

Learn and demonstrate how to Inspect and safely use power tools used in auta body.

Learn and demonstrate how to use a hammer and dotly for basic dent repair.

Duration
3mins

10 mins

18 mins

19 mins

22 mins
15 mins
13 mins

16 mins
14 mins
t&mins
17 mins
18 mins

16 mins

Duration
20 mins

14 mins

9 mins
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Baslc Auto Body Stralghten Fundamentals

- Weld-on pulling

Baslc Auto Body Filler: Prep

Basic Auto Body Fiiler: Application

Baslc Auto Body Filler: Sanding

Masking for Priming

Palnt Gun: Inspect and Clzan

Paint Gun: Set up and Spray Pattarns

Priming Paneols

Primer Prep for Painting
Paint Selectlon and Mixing

Basic Palntlng

Advanced Painting

Basic Electrical Tools: Test Light

Electrical Repair: Connectors, Terminals,

and Spllcing

Bead Blasting

Powder Coating

Simulation
Intro to Simon

Controls Tutorial: Pleking Up
Oblects

Fractlonal Inch Rule
Decimatinch Ruls

Metric Rule

Controls Tutorial: Cailpers

Qutslde Caliper

Inside Caliper

Controls Tutorlak: Callpers It
Dial inch Caliper

Bigttal Caliper

Controls Tutorlal: Micrometer
Micrometer

Digital Micrometer

Learn and demonstrate how to use weld-on pulling equipment for basic dent repair.

£ earn and demonstrate how to prepare a workplece to receive body filler,

Learn and demonstrate how 1o efficiently apply filler, keeping imperfections to a minimum so the need

for extra sanding can be mitigated.

Learn and demonstrate how to sand and contour filler using both power tools and hand sanding.

Learn and demonstrate how to use tape and plastic to mask paris of the car prior to priming and
painting.

Learn and demonstrata how to inspect, ciean, and disassembte a paint gun.

|.earn and demoenstrate how to properly set up and adjust spray patterns for a paint gun.

tearn and demonstrato how to test primer and apply a single-stage tepcoat to a workpiece.

Learn and demonstrate how to prepare a workpiece for painting, inciuding dry-black sanding and
applying a guide coat.

L.easn and demonstrate how to measure and mix different paint colors.

Learn and demonstrate the basics of paint spraying.

Learn and demonstrate how to test paint spray and apply a basecoat and clearcoat.

Learn and demonstrate how fo use a testlight to check fuses, relays, and wires for ground and
continuity.

Learn and demonstrate construction, splicing, repatr, and use of connectors and terrminals.

Learn and demonstrate how to remove paint and rust using high pressure blasting toals without
damaging the part's surface.

Learn and demenstrate how to epply electrostatically-charged powder coating to the part's surface.

Description

Introduction to the virtual coach.

Learn and demonstrate basic use of the VR conirollers.

Learn o take measurements with a fractional inch rule.

Learn to take measurements with a decimal inch rule.

Learn to take measurements with a metric rule.

tearn and demonstrate how to use the caliper controls.

{ earn and demonstrate how to use an autside caliper to take a transfer measurement with a fractional inch

rule,

Learn and demonstrate how to use an inslde caliper to {ake a transfer measurement with a fractional inch rule.

Learn and demenstrate how to use the dial inch and digital caliper controls.

t.earn and demonstrate how to use a dlal Inch caliper to take inside, outside, and depth measurements.

Learn and demonstrate how to use a digital caliper to take inside, outside, and depth measurements.

Leasn and demonstrate how to use the micrameter control,

| earn and demonstrate how to measure using an analog micrometer.

Learn and demonsirate how to measure using a digital micrometer.

26 mins

13 mins
12 mins
17 mins

15 mins

14 mins

14 mins
20mins

16 mins
15 mins

19 mins

20 mins
6 mins
15 mins

15 mins

28 mins

Duratlon
1 mins

2 mins

7 mins
7 mins
6 mins
2 mins

5mins

5 mins
2mins
Bmins
5mins
2 mins
10 rmins

5mins

‘
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Aviation Maintenance

Aviation maintenance training from Transfr gives students simulated practice and
preparation in FAA Aviation Mechanics (FAA-AMT). Over 60 simulations help prepare
trainees and job seekers with the skills they need to obtain entry-level employment as

an aircraft mechanic and service technician.

Simutation

Ground Operations: Moving and
Securing

Ground Gperations: Fusling
Preparation

Ground Operations: Starting and
Running

Ground Operatlons: Taxiing and
Shutdown

Alrcraft Weight and Balance

Precision Measurements: Dial
Indicator

Precision Measurements: Hole
Gauge

Alrcraft Cleaning and Corrosion
Treatment: Metal Structure

Preparation for Applying
N-number - Composite Structure

Non-Destsuctive Testing: Dye
Penetrant

Non-Destructive Testing: Eddy
Current

Non-Destructive Testing:
Uttrasonic

Non-Destructive Testing:
Magnatic Particle

Non-Destructlve Testing: Tap Test

Fabricatlon of Rigld Fluld Lines

Fabrication of Flexibie Fluid Lines

Description

Move and secure an alrcraft on aramp,

L.earn and demonstrate how to fuel and service a parked aircraft,

Learn and demonstrate how to star{ and run anaircraft.

Learn and demonstsate how to taxi and shutdown an aircraft.

Calculate an alrcraft's empty weight and empty weight center of gravity, snd adjust catculations foflowing a

compenent change,

Learn and demonstrate how to set up and use a dial indicator to determine the amount of sunout or bend ina

circutar component,

Use T-bore hole gauges and digital calipers to determine a hole size.

inspect matal structures for corrosion and remove the damage, than clean and prepare the structures for

corrosion prevention and painting.

Prepare composite structures for painting and apply registration markings.

Demonstrate the basics of dye penetrant testing, Including preparing for and performing the test and

interpreting resuits,

Demonstrate the basics of eddy current testing, including preparing for and performing the test and

interpreting results.

Demonstiate the basics of ultrasonic testing, including preparing for and performing the test and interpreting

rasults.

Dernonstrate the basies of magnetic particle testing, including preparing for and performing the test and

interpreting results.

Damonstrate the basics of tap testing, Including preparing for and performing the test and interpreting

resulis,

Cut, bend, and fare rigid lines, and instail proper fittings.

Cut, bend, and flare flexible lines, and Instail proper fittings.

18 mins

16 mins

17 mins

17 mins

18 ming

12 mins

8 mins

13 mins

17 mins

5 mins

20 mins

13mins

19 mins

Bmins

14 mins

15 mins
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Callbration and Zeroing

Simplify Fractlons: Halves
Simplify Fractions: Quarters
Simplify Fractions: Bths

Simplify Fractlions: 16ths and
Compound Fractions

Simplifylng Fractions: 32nds,
64ths, and the Scale Rule

Rounding Declmals

Simulation

Electrical Fundamentals: Circuits
& Ohm's Law

Electrical Test Equipment -
Multimeter: Voltage

Elactrical Fundamentals:
Elactrlcal Repair - Baslc Soldering

Shmilaticn

Intro to Simen, Accldents and
Injury Prevention

Protective Equipments Eye,
Hearlng, Hand, and Foot
Protection and Hearing
Conservatlon

Hand Tools: Inspecting and
Identifying Correctly

Hand Tools: Using Hand Teols
Correctly

Materials Handling: Situatlonal
Awarenoss

Materials Handling: Receiving and
Storage Safety

Materials Handiing: Manual Lifting

Materlals Handling: Metal/Glass
Sheets and Cylindrical Cbjects

Materiais HandlIng: Holsts &
Cranes

Energy Related Hazards
{Electrical Safety, GFCI, and
Electrle Shock)

Lockout & Tagout

Robotlc Safety

Learn and demonstrate how to check the calibration of precision tools and how to zero digital calipers and
micrometers.

Learn to recognize and simplify fractions with a denominator of 2.
Learn to recognize and simplify fractions with a denominator of 4.
Learn to recognize and simplify fractions with a denominator of B.

Learn to recognize and simplify fractions with a denominator of 16. They'll also learn to recognize compound
fractions and convert them to whote numbers.

Learn to recognize and simptify fractions with denominators of 32 and B4. They'll also learn and demonstrate
how to take measurements using a scale suie.

Learn and demonstrate how to round measurements tc the nearest 10th, 100th, and 1000th decimal places.

Description

Learn and demonstrate knowledge of electrical/electronic serles, perallel, and seres-parallel clrcuits using
principles of electricity (Ohm's Law).

Learn and demonstrate how to use a multimeter to measure the voltages in specified devices—fromline to
neutral and neutral to ground—incluging setting it properly for expected readings and safely using probes ta
place the meter in paraliet with the circuit.

Learn and demonstrate basic soldering skills.

Description

Learn and demonstrate accldent and injury prevention awareness, including identifying fire hazards; safe
lifting; basic lockout-tagout procedures; and workplace hazards.

L earn and demonstrate personal protective equipment (PPE) usage.

Learn and demonstrate how to identify and inspect the following common hand tools: slip-joint pliers, Phillips
nead screwdriver, sheet metal shears, torque wrench, utility knife, and wrench.

Learn and demonstrate how to use the following common hand tools: slip-foint plers, Philiips head
screwdtiver, sheet metal shears, torgue wrench, uttlity knife, and wrench.
Learn and demonstrate situational awareness in a warehouse environment.

Learn and demonstrate safe recelving and storage techniques.

L.earn and demonstrate safe manuallifing techniques.

Learn and demonstrate how to safely lift and handle metalfglass sheets and cylindrical objects.

Learn and demonstrate basic safety practices for working with and around holsts and cranes.

Learn and demonstrate awareness of energy-relatec hazards and the techniques to avoid or mitigate them.

Learn and demenstrate a lockout-tagout procedure.

Learn and demonstrate awareness of robotic work cell safety.

aming

8mins
8 ming
13 mins

10 mins

10 mins

12 mins

Duratlon

25 ming

28 mins

16 mins

Duration

18 mins

12 mins

7mins

15 mins

6 mins

11 mins

8mins

7mins

22mins

10 mins

Tming

16 mins
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Ladder Safety: A-Frame
Stepladders

Ladder Safaty: Stralght Ladders
Fira Extingulsher Safety

Safaty Data Sheets

Bloodborne Pathogens

Power Tools/Electrical Safety:
Pneumatic Wrenches and
Screwdrivers

Power Tools/Electrical Safety:
Etactric Drili

Power Tools/Electrical Safety:
Clrcular Saw

Power Tools/Electrical Safety:
Miter Saw

Power Tools/Electrical Safety:
Bench and Pedestal Grinders

Power Tools{Electrical Gafety:
Handheld Grinders

Power Tools!Electrical Safety:
Nibblers

Walding Safety: Burn Safety

Weiding Safety: Spot Welding
Safety

Walding Safety: MiG Welding
Safety

Welding Safety: Oxy-Acetylene
Safety

Learn and demonstrate how to inspect, safely set up, and properly use an A-frame stepladder.

Learn and demonstrata how to inspect, safely set up, and properly use a straight ladder.
Learn and demonstrate knowledge of the types of {ire extinguishers and how to safely operate them.

Learn andt demonstrate how to use Safaty Data Sheets to identify chemical-related hazards, first aid
measures, and personal protective equipment,

Learn and demonstrate knowledge of the types of bloodborne pathogens, as well as how to protect
themselves with personal protective equipment and safety procedures.

Learn and demonstrate how to inspect and safely use pneumatic wrenches and screwdrivers.

Learn and demonstrate how to inspect and safely use an electric drill.

Learn and demonstrate how to inspect and safely use a circutar saw.

Learn and demonstrate how to inspect and safely use a miter saw.

{earn and demonstrate how to inspect and safely use a pedestal grinder.

Learn and demonstrate how to inspect and safely use a handheld grinder,

Learn and demonstrate how to Inspect and safely use a nibbier.

Learn and demonstrate knowledge of the types of burn risks associated with welding arcs, as well as how to
protect themselves with persenal protective equipment and safety procedures.

Learn and demonstrate how to safely use resistance welding equipment.

Learn and demonstrate how to safely use MIG welding equipment,

1L.earn and demonstrate how to safely use oxy-acetylena welding equipment.

10 mins

12 mins
8 mins

i0mins

8 mins

14 mins

N mins

15 mins

9 mins

15 mins

13 mins

10 mins

8 mins

9mins

12 mins

14 mins

1]
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Simulation

Sheet Metal Fabrication

Sheet Metal Repalr
Composlte Repalr
Plastic Repalr

Rudder Balance and Cable
Terminal End Swaging

Alleron Rigging

LG Maintenance: Shock Struts

LG Maintenance: Brake Bleeding

LG Maintenance: Brake L.ining
Replacement

LG Malntenance: Whael Bearings

LG Maintenance: Wheel and Tlre
Replacemant

LG Maintenance: Retraction Test
LG Maintenance: Wheel Atignment

Hydraulic and Pneumatic System
Maintenance: Component R&R

Hydraulic and Pneumatic System
Maintenance: Component
Servicing

Statle and Pitot Leak Checks
ELT Inspection

Antenna Installation

Fuel System Maintenance: Inspact
& Service

Fuel System Compenent: Remove
& Replace

AC Electrical System
Troubleshooting

DC Electrical System
Froubleshooting

Inspect and Check Anti-lce
Systems

Deseription

Fabricate a sheet metat doubler plate for an antenna installation, including cutting sheet metai to proper
dimensions and determining proper rivet fayout.

Instali a fiush patch for 2 damaged sheet metal skin, including riveting the patch to the aircraft skin.
Cut out and repair the damaged area of a composite surface onal.ear 35,
Learn how to repair a cracked acrylic window using two different methods,

Check the balance of the rugdder, then swage the cable terminal end to the specified dimension.

Confirm the following are rigged o specification and adjust as needed: beilcrank stop bushing position,
carry-throtgh cable tension, aileron flushness with adjacent flap, and aileron travel.

Remove, rehulld, repiace, and service shock struts,

Service a brake system with hydraulic fluid, including performing gravity brake bleeding and pressure brake
bleading.

Perform brake system maintenance, including replacing the brake lining.

Remove the wheel and remove, inspect, pack, and reinstall wheel bearings.

Disassemble the wheel, removae the tira from the wheel and inspect it, and then reassemble the wheel.

Perform a retraction test, including swinging the landing gear, and a position indication system check.
Check landing gear alignment for camber and toe-infout.

Remove and replace the hydraulic accumulator and the hydrautic system filter.

Service a hydraulic reservoir and accumulator.

Perform leakage checks on the static and pitot systems.

Inspect and install an emergency locator transmitter,

Install a GPS antenna on an alrcraft, including setting proper antenna placement, measuring and marking for
the antenna, and attaching the antenna to the aircraft.

Inspect, check, and service a fuei systemon aCessna 172,

Remove and replace the fus! quantity transmitter and selector valve, then prime the aircraft fuel system.
Troublashoot electrical shorts In the alternator system and remove the aiternator.

Troublashoot a DC electrical system and repair a broken circuit wire.

£ngage, Inspect, and troubleshoot antl-ice systems on a Cassna 172 aircraft.

Duratlon

15 mins

1B mins
15 mins
16 mins

18 mins

16 mins

18 mins

18 mins

20 mins

15 mins

15 mins

13 mins
13mins

17 mins

15 mins

15 mins

12 mins

22 mins

15 mins

15 mins

18 mins

13 minsg

1bmins

Simulation

Reciprecating Engine: Cylinder
and Piston Assembly

Descriptien

Assembia the piston and cylinder assemblies and install them on the engine.

Duratlon

16 mins
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Controls Tutorlal: Picking Up
Objects

Fractiona! Inch Rule
Decimal Inch Rule

Metric Rule

Controls Tutoriai: Callpers

Outside Caliper

Inside Caliper

Controls Tutorial: Calipers I
Dial inch Callper

Digitai Callper

Controls Tutorial: Micrometer
Micrometer

Digital Micromester

Calibration and Zeroing

Simplify Fractions: Halves
Simplify Fractions: Quarters
Simplify Fractlons: 8ths

Simplify Fractions: 16ths and
Campound Fractions

Simplifying Fractions: 32nds,
64ths, and the Scale Rule

Rounding Decimals

Slmulation

Electricat Fundamentals: Clrcults

& Ohm's Law

Electrical Test Equipment -
Multimeter: Voltage

Elactrical Fundamentals:

Electrical Repair - Basic Soldering

Learn and demonstrate basic use of the VR controllers.

Learn to take measurements with a fractional inchrute.
Learn to take measurements with a decimal inch rule.
Learn to take measurements with a metric rule.

Learn and demonstrate how to use the caliper controls.

Learrs and demonstrate how to use an outside caliper to take a transfer measurement with a fractional inch
rule.

{ earn and demonstrate how to use an inside caliper to take a transfer measurement with a fractional inch rule.

Learn and demonstrate how to use the dialinch and digital callper contyrols.

Learnand demonstrate how to use a dial inch caliper to take inslde, outside, end depth measurements.
Learn and demenstrate how to use a digital caliper to take Inside, cutside, and depth measurements.
t.earn and demonstrate how to use the micrometar control.

|.earn and demonstrate how to measure using an analog micrometer.

Learn and gemonstrate how to measure using a digital micrometer.

Learn and demenstrate how to check the calibration of precision tools and how to zero digital catipars and
micrometers.

Learn ta recognize and simplify fractions with a denominator of 2.
Learn to recognize and simplify fractions with a denominator of 4.
Learn to recognize and simplify fractions with a denominator of 8.

Learn to recognize and simplify fractions with adenominator of 16, They'll aiso learn to recognize compound
fractions and convert them to wihole numbers.

Learn to recognize end simplify fractions with denominators of 32 and 64. They'll also learn and demonstrate
how to take measurements using a scale rule.

t earn and damonstrate how to round measurements to the nearest 10th, 100th, and 10006th decimal places.

Dascription

Learn and demonstrate knowledge of electsicallelectronic series, parallel, and series-parallel circuits using
principtes of electricity (Ohm's Law).

Learn and demanstrate how to use a multimeter to measure the voltages in specified devices—from line to
neutsal and neuteal to ground—including setting it properly for expectad readings and safely using probes to
place the meter in paralle! with the circuit,

Learn and demonstrate basic soldesing skills.

2mins

7 mins
7 mins
B mins
2 mins

5 mins

5 mins
2 mins
8 mins
5 mins
2 mins
10 mins
Smins

9 mins

B8 mins
8mins
10mins

10 mins

10 mins

12 mins

Duration

25 mins

28 mins

16 mins

14
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Reciprocating Engine: Cylinder
Compression Test

Reclprocating Engine: Baffiing
Repalr

Reciprocating Engine: induction
Fitter Change

Reclprocating Engine: Exhaust
Inspaction

Reclprocating Englne: Starter
System Inspection and
Replacement

Reclprocating Engine: Carburetor
System Maintenance

Reclprocating Engine: Fuef
Injectlon System Maintenance

Reciprocating Engine Ignition:
Internal Magneto Timing

Reciprocating Engine Ignitlon:
Magneto to Engine Timing

Reclprocating Engine: Oil System
Inspection

Reclprocating Englne: Oll
Pressure Gauge Troubleshooting

Propelier: inspection and Repair

Reclprocating Engine:
Operational Chack

Turbine Englne: Compressor
Inspection

Turblne Engine: Combustlon Liner
inspaction

Turbine Engine: Cil System
Inspection

Turbine Englne: EGT Inspection

Turbine Englne: ignitlon System
Inspection

Turbine Englne: Fuel Injection
Systam Maintenance Part !

Turblne Engine: Fuel Injectlon
System Malntenance Part 2

Turblne Engine: induction System
Inspection

Turbine Engine: Generator
Inspection

Simulatlon

Intro to Simon

Perform an engine cytinder compression test.

Repair the baffling on a reciprocating engine,

Replace the induction alr filter and inspect the carburetor airbox.

Inspect, and perform a pressure test on, the exhaust system of a reciprocating engine.

Inspect the starter system and replace the starter.

Install and adiust the carburetor fuet meteting system.

Remiove, inspect, install, and adjust the {continuous How) fuel injection system, Including the fuel nozzle.

Determine the internat timing of a magneto.

Determine magneto-to-engine timing.

Remove, inspect, and replace engine oil filter and adjust oll pressure relief valve.

Troubleshoot tha cil pressure system and replace a faulty gauge.

Measure the blade angle, perform static tracking, and file out & nick.

Perform an engine operation check to ensure instruments and systems are functional,

Remove components to access the compressor and inspect it for damage.

Ramove the combustion finer and inspect it for defects.

Inspect and service the oif system.

inspect the turbine engine exhaust gas temperatuse thermocouple,

Inspect and repair the ignition/starting components ona turbine engine, including igniters.

Inspect the fuel injection system, including removing components and checking the fuel nozzle spray pattern,
tnspect the fuel injection system, including removing and replacing components and checking the fuel filter
flow rate,

Inspect the turbine engine anti-icing and bleed alr valves.

Inspect the turbine engine starter/generator.

Dascription

introduction to the virtual coach.

15 mins

16 mins

15 mins

i7 mins

15 mins

15 mins

15 mins

15 minsg

15 mins

23 mins

15 ming

15 mins

15 mins

4 mins

12 mins

24 ming

15 mins

18 mins

20 mins

12 mins

18 mins

14 mins

Ouration

1mins
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Diesel Technology

Comprehensive, task-based VR simulations give trainees and job-seekers simulated,
virtual experience 1o build basic knowledge and skills in truck maintenance and diesel
technology for entry-level employment as a bus/truck mechanic, farm equipment
mechanic and service technician, or heavy equipment mechanic.

Flinkin bon

Simufation

Lifting Devices

Tire Inspection

Tire Replacement
Olf and Filter Service

Fuel System Service

Fundamental Analysis: Alr
Compressor Replacement

Fundamental Analysis: Air
Districution System

Fundamentat Analysis: Alr Valve
Arrangement

Drum Brake Inspaction and Repalr

Parking Brakes Analysis and
Repalr

CAM Brake Replacement

Wheel Ends

Steering Gearbox Replacement
Tle Rod End Replacement

Remove & Replace Steering
Linkages

Kingpln Assembly inspection
Kingpin Replacement

Shock Absorber Replacement

Leaf Spring Replacement
Drivetrain Inspection
Battery Replacement
Starter Replacement

£ngine Analysis

Description

Tralnee will properly place jack stands and lift a diesel truck.

Inspect and service a tire on a commercial dual-tire fitment.

Remove and replace two tires in a diesel vehicle,

Perform an oil and filter service on both Cummins X156 and Betroit DD15 engines.

Replace a fuel filter, as well as prima and bleed the fuel systems for Cummins X15 and Detroit DD15 engines.

Identify the brake system components and configurations of air S-cam brakes, as well as operate and replace
an air compressor.

Remove and replace the air governor, dryer, and reservoir.

Identify and replace air supply and service system components.

Remove, clean, and inspect a drum brake.

Cage and uncage the spring brakes, Identify and inspect slack adjusters, and replace the spring brake
chamber.

Perform an S-cam brake replacement, Including removing the drum brake and shoes, assembling replacement
shoes, and adjusting and uncaging the brakes,

Disassemble and assemble 3 wheel-end assembly, including lubricating, chocking, and replacing and adjusting
whee! bearings and racesfcups, as weil as inspecting spindlesitubes and other hardware. Trainee will also
check the hub assembiy fluid fevel and condition and verify end play using the dial Indicator method.

Remave and replace a power steering gearbox. Trainee will complete the post installationinspection.
Replaca tie rods and ball joints,

Remove and replace steering linkage components including: drag link, Pitman arm, and steering shaft.

Inspect parts of the lower steering systemincluding the kingpin assembly and tie rod ends.
Replace the kingpin.

Replace shock abserbers, bushings, brackets, and mounts in a diesel truck.

Replace leaf springs, center bolts, pins, bushings, shackles, and U-bolts in a diesel truck.

L ubricate the clutch and U-joints, and service both the transmission and rear axies of a diese! truck,
Diagnose, remove, and replace a battery in a diesel truck.

Diagnose, remove, and replace a starter motor in a diesel truck.

Diagnose and test engine oll, DEF, and engine coolant in a diese! truck.

Duratlon
16 mins
7 mins
21mins
23 mins

20mins

20 mins

17 mins

19 mins

15 mins

22 mins

19 mins

3iming

20 mins
19 mins

20 mins

16 mins
26 mins

W mins

19 mins
20 mins
18 mins
{3mins

18 mins
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Simulatlon

Exhaust System Removal

Alr Intake, EGR, and Crankcase
Vantilation Removal

fuel Supply System and Cam Gear

Removal

Cylinder Head Overhaui
Cylinder Head Analysis
Cyilndsr Head Integrity Process

Cylinder Head Disassembly and
Assembly

Cylinder Liner and Head Valve
Protrusion Tests

Cylinder Head Installation

Dual Overhead Cam and Valve
Train Installation

Fuel Supply System Instatlation

Air Intake, EGR, and Cranlicaso
Ventiiation Assembly

Exihaust System Instaliation

Valve and Injector Adjustments

Timing and Backlash Procedure:

Part1

Timing and Backlash Procedure:

Part2
Crankshaft Removal

Piston and Connecting Rod
Removal

Cylinder Liner Removaland
Relnstallation

Main Bearing Replacement

Crankshaft End Play Measurement

Piston Assembly and
Measurement

Piston and Bearing instailation

Descriptlon
Remove the urbocharger, exhaust manifold, and thermestat housing.

Remove the air intake, EGR, and crankcase ventilation,

Rernove the external engine fuel system components and camshaft gears.

Disassemble the valve cover, valve train, camshatts, and Injectors, thenremove the cylinder head.

Inspect the surfaco of a cylinder head for damage using two non-dastructive tests.

Measure and assess cylinder head warpage.

Disassemble and reassemble the cylinder head valves and injectors,

Perform cylinder liner and head valve protrusion tests using a dial indicator.

Install the cylinder head, valve bridge, and engine injectors.

Install the dual overhead camshaft and vaive train.

Install the fuel supply system.

Assemble the air intake, EGR, and crankcase ventilation.

Assemble and install the turbocharger, exhaust manifold, and thermeostat housing.
Adjust vaive biidges, valve clearances, and injector settings,

Learn teinspect and install the timing gear train,

Inspect and install the timing gear irain and adjust gear backlash.

Prepare the engine and remove the crankshatt.

Remove the piston cooling lets, and the piston and connecting rod assembly.

Remove and reinstall the cylinder liners and seals.

Replace main bearings and thrust bearings.
Check and correct crankshaft end play.

Measure ciearances, install piston rings, and put together the assembly.

Install a piston, connecting rod, and bearings into a cylinder liner.

Duratlon
26 mins

20 mins

15 mins

21 mins
16 mins
7 mins

15mins

19 mins

16 mins

15 mins

15 mins

15 mins

20mins
18 mins

6 mins

27 mins

16 mins

15 mins

13 mins

i4 mins
13 mins

18 mins

16 mins

Slmulation

Intro to Simeon

Controls Tutorial: Picking Up
Objects

Fractlonal Inch Rule

DacimaiInch Rule

Description
Introduction to the virtual coach.

Learn and demonstrate basic use of the VR controllers.

Learn to take measurements with a fractional inch rule.

Learn to take rneasurements with a decimal inchrrule,

Puration
1ming

2mins

7 mins

7mins

6
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Metrlc Rule
Conttols Tutorlal: Calipers

Qutside Callper

Inside Caliper

Controls Tutorial: Calipers i
Dial inch Callper

Dlgltal Caliper

Controls Tutortal: Micrometer
Micrometer

Digital Mlcrometer

Calibratton and Zeroing

SimplHy Fractions: Halves
Simplify Fractions: Quarters
Simplify Fractions: Bths

Simplify Fractions: 16ths and
Compound Fractions

Simplifying Fractlons: 32nds,
64ths, and the Scale Rule

Rounding Decimals

Learn to take measurements with a metric rule.
Learn and demanstsate how to use the caliper controls.

Learn and demonstrate how to use an outside caliper to take a transfer measurement with a fractionatinch
uie.

Learn and demonstrate how to use an inside caliper to take a transfer measuremant with & fractional inch rule.

Learn and demonstrate how to use the dial inch and digital caliper controls.

Learn and demonstrate how to use a dial inch caliper to take inside, outside, and depth measurements.
iLearn and demonstrate how to use a digital caliper to take insile, cutside, and depth measuremants.
Learn and demonstrate how to use the micrometer control.

Learn and demanstrate how to measure using an anaiog micrometer.

Learn and demonstrate how to measure using a digital micrometer.

Learn and demonstrate how to check the calibration of precision teols and how to zero digital calipers and
micrometers,

Learn to recognize and simplify fractions with a denominator of 2.
Learn to recognize and simplify fractions with a denominator of 4.
Learn to recegnize and simplify fractions with a denominator of 8.

Learn o racognize and simplity fractions with a denominator of 16. They'll also learn to recognize compound
fractiocns and convert them to whole numbers.

Learn to recognize and simplify fractions with denominators of 32 and 64. They'll also lsarn and demonstrate
how to take measurements using a scale rule.

Learn and demonstrate how to round measurements to the nearest 10th, 100th, and 1000th decimal places.

& mins
2 mins

5mins

5 mins
2 mins
8 mins
bmins
2mins
10mins
5 mins

9 mins

8 mins
8 mins
0 mins

10 mins

10 mins

12 mins

Simulation

Electrical Fundamentals: Circuits

& Chm's Law

Electrical Test Equipment -
Multimeter: Voltage

Electrical Fundamentals:

Electrical Repalr - Basic Soldering

Description

Learn and demonstrate knowledge of electricatielectronic series, paraflel, and series-parallel circuits using
principles of electricity (Ohm's Law).

Learn and demonstrate how to use a multimeter to measure the voltages in specified devices—from line to
neutral and neutral to ground—including setting it properly for expected readings and safely using probes to
place the meter in paratlet with the circuit.

Learn and demonstrate basic soldering skills.

BDuration

25 ming

2B mins

16 mins
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Electrical Construction

Transir's Electrical Construction curriculum helps organizations efficiently prepare
tearners for entry-level electrical construction roles without the costs of consumables
or safety concerns. Thirty engaging NCCER-aligned simutations give trainees
opportunities to develop knowledge and skills in commercial electrical construction like
conduit bending and install, wire pulling, installing prefabs and boxes.

Simutation Description Duratlon
Conduit Banding: Introduetionto  introduction to 99-degree stub-ups and will learn and demonstrate how to measure, mark, and bend them. 25 mins
90-Degree Stub-Ups

Condult Bending: Calculatingand Demonstrate how to take measurements, then calcutate and perforim a 90-degree bend, 27 mins
Performing 90-Degree Bends

Conduit Bending: Introductionto  Introduction to offsets, then learn and demonstrate how to bend and evaluate them. 30mins
Offsets

Condult Bending: Preparingand  Learn and demonstrate how to evaluate and measure obstacles, then bend offsets around them. 30mins

Performing Qffsets

Conduit Bending: Caleulatingand  Learn and demonstrate how ta calculate and convert measurements interpreted froma job site, thentayout  23mins

Evaluating Offsets and evaluate offset bends according to specifications.

Single MC Prefab Assembly Learnand demonstrate how to assemble, theninstali, a prefab device for a singie MC. 18 mins

Single Conduit Prefab Assembly  Learn and demonstrate how to build a single conduit box bracket prefab device. 17 mins

Assessment | Assemble and install a prefsb device for a single MC installation, prepare anEMT, bend a 90-degree stub-up,  20mins
and bend and evaluate an offset.

Single MC1 Learn and demonstrate how te complete a single MC instailation without an HR box present. 20 mins

Single MC 2 Complets a single MC instailation with an overhead bex present. 22mins

SingleMC 3 Learn and demonstrate how to complete a single MC installation with an obstruction. 14 mins

Single MC 4 t earn and demonstrate how to completa a single MC instaliation when extra vertical and horizontal supperts  22mins
are required.

Assessment 2 Assess the jobsite to determine correct measurements and calcufations for 90-degree conduit and offset 20 mins
bends, and complete a single MG installation in an CH box.

Horizontal MC 1 Learnand demonstrate how to run a harizontal MC between boxas of the same height, withafocus ontaking 30 mins
maasurements and punching hotas in studs.

Horizontal MC 2 Learn and demanstrate how to run a horizontal MC between boxes of different heights. 24 rins

Horizontal MC 3 Learn and demonstrate how to run a horizontal MC between boxes with obstructions. 20 mins

Horizontal Condult 1 Learn and demaonstrate how te run conduit between boxes of the same height, with a focus en taking 30 mins
measurements and punching hotes in studs.

Horizontal Condult 2 Learn and demonstrate how to run conduit between boxes of cifferent heights. 29 mins

Horlzental Conduit 3 Learn and demonstrate how to run caonduit between boxes with obstructions. 32ming

Single Conduit Install 1 Install single conduit that must be trimmed to meet elevation requirements and connect to anHR box present.  32mins

Singie Conduit instait 2 Learn and demonstrate how to install a single conduit that must have a 90-degree stubbent to fita 35 mins

predstermined elevation and that may have an HR box present.

14
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Single Conduit Install 3
Singie CondultInstall &4
Supporting Boxes and Racks
Qverhead

Assassment3

Installing HR & OH 2100 Boxes

Qverhead MC Install 1
Overhead MC Install 2

Qverhead MC Install 3

Wall Wire Pulling

Overhead Branch Condult1

Overhead Branch Conduit 2

Overhead Branch Condult 3

Assessment &

Learn and demonstrate how to install a single conduit that must be extended in length to meet the
predetermined elevation.

Determine elavation and alter a prefab conduit with 90-degres stubs to proper elevation when anOHbox is
present.

Learn and demoenstrate how to install overhead supports for use in concrete and steel, including wedge
anchors, actuated fasteners, and beam clamps.

tnstall a wedge anchor far an HR box, prepare and install horizontal cenduit between two wall device boxes,
and install singfe conduit betwean a wali box and the HR box.

Learn and demonstrate how to mark locations for ceiling fasteners, as weil as safely Instalt HR anc O+ 2100
boxes using actuated fasteners, wedge anchors, and beam clamps.

Learn and demonstrate how to Install an overhead MC, with a focus on installing the MC.
Learn and demonstrate how to Install and support an overhead MG, with & focus on supporting the MC.

Learn and demonstrate how to Install an overhead MC when there s insufficient room to support the MC
above the box.

Learn and demonstrate how to prepare for, abal, and safely pult wire from wall hoxes to an overhead box.

Learn and Gemonstrate how to install EMT conduit that includes overnead supports and couplings, per
specifications.

Learn and demonstrate how te install EMT conduit that includes overhead supports, couplings, and type-C
conduit bodies, per specifications.

Learn and demonstrate how to ¢aiculate, bend, and install EMT conduit that includes overhead supports,
couplings, and type-C conduit bodies, per specifications.

Prepare and instail horizontal conduit between two wall device boxes, install single MC, install an OH 2100 box,
and run branch conduit with a 30-degree offset.

34 mins

32 mins

25 mins

24 ming

29 mins

20 mins
24 ming

21 mins

17 mins

20 mins

B mins

20 mins

20mins

Simulation

Job Site Safety: Situational
Awareness

Personal Protective Equipment:
Resplrators

Extension Ladder Safety
Scaffolds

Layout Tools: Squares, Plumb
Bobs, and Levels

Hand Tools: Hand Saws

Hand Tools: Hack Saws

Power Toois: Impact Wrenches
Power Tools: Hammer Drill
Power Tools: Reclprocating Saw
Power Tools: Portable Band Saw
Power Tools: Cutoff Saw

Construction Drawings 1

Constructlon Drawings 2

Materlals Handling: Safety
Concepts and Precautlons

Description

tearn and demonstrate job site situational awareness.

Learn and demonstrate awareness of respiratory hazards and how to use a respirator.

Properly inspect, set up, and use an extension ladder.
Learn and demonstrate how to safely use scaffolds.

tdentify and use levels, squares, and a plumb bob.

Learn and demanstrate how to inspect and safely use a hand saw.

Learn and demonstrate how to inspect and safely use a hacksaw.

Learn and demonstrate how to inspect and safely use an impact wrench.
Inspect and safely use a hammer drill,

Learn and demonstrata how to inspect and safely use a reciprocating saw.
Learn and demonstrate how to inspect and safely use a portable band saw.
Inspect and safely use a cutoff saw.

Learn and demonstrate how to identify varicus types of construction drawings, as well as interpret their
purpose and fundamental components.

Read construction drawings and measure dimensions with an architect's scale.

Learn and demonstrate knowtedge of common material handling safety precautions.

Duration

18 mins

13 mins

12 mins
14 mins

12 mins

16 mins
16 mins
15 mins
12mins
t4 mins
16 mins
12mins

16 mins

12ming

16 mins

14
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Materials Handling: Piacards

Materlals Handtng:
Non-Motorized Equipment

Materlals Handling: Motorized
Equipment

intro to Rigging Equipment

Intro to Rigging Hitches

Learn and demonstrate how to identify and understand commoen hazardous matertals placards. 15mins
Learn and demonstrate how to plan a safe route when using a pallet jack. 16 mins
Learn and demonstrate how to identify and safely ba around motorized material handling equipment. 19 mins
Learmn about different types of slings and shackles commonly used in rigging. 13 mins
Learn basic concepts and safety practices for bridle and double choker hitches. 18 ming

Additlonal construction-related sillls can be found in the following simutations from Plant Safety:

+  Introto Simon, and Accldents and injury Prevention
«  Parsonal Protective Equipment

. Enezgy Related Hazards
*»  Lockout Tagout
+  SafetyDataSheets

¢ Hand Teols: Inspecting and Identifying Correctly

Power Tools: Pneumatic Wrenches and Screwdrivers
Power Tools: Handheld Grinder

Power Tools: Stationary Grinder

Materlsls Handling: Situational Awareness

Materials Handling: Manual Lifting

taterials Handling: Recelving and Storage Safety

»

. Hand Tools: Using Hand Tools Correctly

Simulation

Electrical Fundamentals: Circults
&Ohm's Law

Electrical Test Equipment -
Muitimeter: Voltage

Elactrical Fundamentals:
Electrical Repalr - Basic Soldering

Description Duration

Learn and demonstrate knowledge of electricallelectronic series, parallel, and series-parallet circuits using 25mins
principles of electricity (Ohm's Law).

Learn and demonstrate how to use a multimeter to measure the voltages in specified devices—fromline to 28 mins
reutral and neutral to ground—including setting it properly for expected readings and safely using probes fo
place the meter in paraliel with the circuit.

Learn and demonsirate basic soldering skills. 16 mins

Slmulation

Varlable Speed Motor: Assembly

Variahble Speed Motor: Wiring

Varlable Speed Motaor:
Measuraments

Description Duratlon

Learn and demonstrate how to assemble an AC variable speed motor with keyed shaft, pillow-block bearings, 18 mins
assorted gears, couplings, and standoffs.

Learn and demonstrate how to interpret wiring diagrams to make proper connections, energize, and verify 14 mins
rotational direction on a variable speed motor.

Learn and demonstrate how to use a multimeter 1o measure current, voltage, and resistance. 18 mins

Simulatlon Descriptlon Duration
intro to Construction and Learnhow to interpret *The Language of Lines,” and use it in architectural and technical drawings. 13 mins
Technical Drawings

Interpreting Technlcal Drawings  Learn and demonstrate how to use “The Language of Lines” to Interpret technical drawings. 15 mins
Technlcal Drawings: Dimensloning Learn and demonstrate accepted dimensioning technigues used in technical drawing, 20 mins

Technical Drawings: General
Standard Symbols, Screw
Caliouts, and Thread Symbols

Technical Drawings: Finishing

Learn ¢ identify common dimensicning symbols, interpret screw callouts, and examine thread symbols within - 21 mins
a technical drawing.

tearn and demonstyate how to interpret surface finish symbols for use on technical drawings as part of the 25mins

20
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Surfaces and Symbols

Technical Drawlngs: Terminology

of Machined Slots

Technical Drawings: Intro to Title

Blocks & Assembly Drawings

Technical Drawings: Using Title
Biocks & Assembly Drawings

Technical Drawings: Visualization

&Views

Technleal Drawlngs: Section &
Auxiliary Views

Technical Drawings: Assembly and

Tolerance

manufacturing process.

Learn and demonstrate knowledge of terminolagy, common configurations, and featufes of the following
machined parts and slots: chamfer, dovetails, keys and keyways, mortise and tencn, slotted holes, and
T-grooves.

Introduction to the practice of using Information from title biocks and assembly drawings to correctly identify
machined parts.

Learn and demonstrate how to use information from title blocks and assembly drawings to correctly identify
machined parts.

tearn and demonstrate how to communicate and verify the relationship between technical drawings and
machined parts using visualization and interpretation,

Learn and demonstrate how to select and verify machined parts by interpreting sectional and auxiliary views,

Learn and demonstrate how to identify the features of an assembly drawing and a matching drawing, as well as
practica reading tolerances by defining a part's range of varliation.

20 mins

20 mins

16 mins

20mins

25 mins

15 mins

Simutation

Intro to Slmon

Controls Tuteorlal: Picking Up
Objects

Fractlonal Inch Rule
Decimal inch Rule

Metric Rule

Controls Tutorlal: Calipers

Qutside Callper

Inside Caliper

Controls Tutorial: Calipers i
Dial inch Callper

Digital Caliper

Controls Tutorlal: Micrometer
Micrometer

Digital Micrometer

Calibration and Zeroing

Simplify Fractions: Halves
Simplify Fractions: Quarters
Simplify Fractions: Bths

Simplify Fractions: 16ths and
Compound Fractions

Simplifying Fractlons: 32nds,
G4ths, and the Scale Rule

Rounding Decimals

Description
Introduction to the virtual coach.

Learn and demonstrate basic use of the VR controlters.

Learn 1o take measurements with a fractional inch rule.
Learn to take measurements with a decimal inch rule.
Learn to take measurements with a metric rule.

Learn and demonstrate how to use the caliper controls.

Learn and demonstrate how ta use an outside caliper to take a transfer measurement with a fractional inch
rule.

Learn and demonstrate how to use aninside caliper to take a transfer measurement with a fractional inch rule.
Learn and demonstrate how to use the dial inch end digital caliper controls.

Learn and demoenstrate how to use a dial inch catiper to take inside, outside, and depth measurements.

Learn and demonstrate how to use a digital caliper to take inside, outside, and depth measurements.

t garn and demonstrate how to use the micrometer control.

t earn and demonstrate how to measure using an analog micrometer,

Learn and demanstrate how to measure using a digitai micrometer.

Learn and demanstrate how to check the calibration of precision tocls and how to zerc digital catipers and
micromeaters.

Learn to recognize and simplify fractions with a denominator of 2.
Learn torecognize and simplify fractions with a denominator of 4.
Learn to recognize and simplify fractions with a denominator of 8.

Learn torecognize and simplify fractions with a denominator of 16. They'll also fearn to recognize compound
fractions and convert them to whole numbers.

Learn to recognize and simplify fractions with denominators of 32 and B4. They'll also learn and demonstrate
how to take measurements using a scale rule,

Learn and demanstrate how to round measurements to the nearest 10th, 100th, and 1000th decimal places.

Duratlon
Tming

2ming

7 mins
7 mins
6 ming
2mins

LHmins

5mins
2mins
Bmins
Smins
2mins
10 mins
5mins

9mins

B mins
B mins
10 mins

10 mins

G mins

12 mins
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Simutation

Intro to Simon, Accidents and
injury Preventlon

Protective Equipment: Eye,
Hearing, Hand, and Foot
Protection and Hearlng
Caonservation

Hand Tools: inspecting and
Identifylng Correctly

Hand Tools: Using Hand Tools
Correctly

Materials Handllng: Situational
Awareness

Materials Handling: Receiving and

Storage Safety

Materlals Handling: Manual Lifting

Matariais Handling: Metai/Glass
Sheets and Cylindrical Objects

Materlais Handling: Holsis &
Cranes

Energy Related Hazards
(Electrical Safety, GFCI, and
Electric Shock)

Lockout & Tagout
Robotic Safety

Ladder Safety: A-Frame
Stepladders

Ladder Safety: Straight Ladders
Flre Extingutshar Safety

Safety Data Shaets

Bicodborne Pathogens

Powar Tools/Electrical Safety:
Pneumatic Wrenches and
Serewdrlvors

Power Tools/Electrical Safety:
Electrle Drill

Power Tools/Electrlcal Safety:
Clrcular Saw

Powar Teols/Electrical Safely:
Miter Saw

Power Tools/Electrical Safety:
Banch and Pedestat Grinders

Power Tools/Elactrical Satety:
Handheld Grinders

Description

Learn and demonstrate accident and injury prevention awareness, including identifying fire hazards; safe

lifting: basic lockout-tagout procedures; and workptace hazards,

Learn and demonstrate personal protective equipment (PPE) usage.

Duration

18 mins

12mins

Learn and demonstrate how to identify and inspect the following common hand taols: slip-joint pliers, Phillips 7 mins

head screwdriver, sheet metal shears, torgue wrench, utility knife, and wrench.

Learn and demenstrate how to use the following common hand tools: siip-jeint pliers, Phillips head
screwdriver, sheet matal shears, torque wrench, utllity knife, and wrench.
Learn and demonstrate situations! awareness in a warehouse environment.

Learn and demonstrate safe receiving and storage technigues.

Learn and demonstrate safe manual lifting technigues.

Learn and demonstrate how to safely lift and handle metal/glass sheets and cylindrical objects.

Learn and demonstrate basic safety practices for working with and around hoists and cranes,

¢ earn and demonstrate awareness of energy-refated hazards and the techniques to avoid or mitigate them.

Learn and demonstrate & lockout-tagout procedure.
l.earn and dernonstrate awareness of robotic work cell safety.

L.earn and demonstrate how to Inspact, safely set up, and properly use an A-frame stepladder.

Learn and demonstrate how to inspect, safely set up, and properly use a straight ladder.

Learn and demonstrate knowiedge of the types of fire extinguishers and how to safely operate them.

Learn and demonstrate how to use Safety Data Sheets to identify chemical-related hazards, first aid
measures, and personal protective equipment.

Learn and demonstrate knowledge of the types of bloodborne pathogens, as well as how to protect
themselves with personal protective equipment and safety procedures.

Learn and demonstrate how to inspect and safely use pneumatic wrenches and screwdrivers.

Learn and demonstrate how toinspect and safely use an electric drill.

Learn and demanstrate how to inspect and safely use a circular saw.

Learn and demonstrate haw to inspect and safely use a miter saw.

t earn and demonstrate how to inspect and safely use a pedestal grinder.

Learn and demonsteate how 1o inspect and safely use a handheld grinder.

15 mins

6 mins

N mins

8mins

7 mins

22 ming

10 mins

7 mins

10 ming

10 mins

12 mins
B mins

10 mins

8mins

14 mins

mins

15 mins

9 mins

15 mins

13 mins

22
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Powaer Tools/Electrical Safety:
Nibblers

Welding Safety: Burn Safety

Walding Safety: Spot Welding
Safety

Welding Safety: MIG Walding
Safety

Waeliding Safety: Oxy-Acetylene
Safety

Learn and demonstrate how to inspect and safely use a nibbler,

Learn and demonstrate knowledge of the types of burn risks associated with welding arcs, as well ashow to
protect themselves with personal protective equipment and safety procedures.
Learn and demonstrata how to safely use resistance weiding equipment.

Learn and demonstrate how to safely use MIG welding equipment.

Learn and demonstrate how to safely use oxy-acetylene welding equiprment.

10 mins

8 mins

9 mins

12mins

14 mins
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Hospitality and Tourism

Help learners develop foundational culinary and baking skills needed to be tamiliar with
commercial kitchen operations. Trainees will also practice and refine professionalismand
soft skills for entry-level employment in Hospitality & Tourisrm cccupations.

Simulation

Introduction

First Impressions: Receiving a
5-Star Experlence

Firstimpresslons: Providinga &
Star Experience

Pescription
Introduction to the virtual coach and will learn and demonstrate basic use of the VR controllers in Hospitality
Soft Skills.

Trainee will go through the 5-star hotel guest check-in experience. Learn the importance of using soft skills for
guest interactions and the hatimarks of professionalism, including hyglene, dress, and coming to work
prepared,

Learn and demonstrate how to welcome quests, make a connection, and ensure guest needs are met with
guidance from their virtuat coach,

Duration

5 mins

11 mins

12 mins

Simulation

tdentifying Tools & Equipment
Professional Uniform

Knife Skifls 1

Knife Skilis 2

Measuring Dry/Wet Ingredients
Stocks

Soups and Sauces

Eggs

CGuick Breads

Yeast Breads

Enriched Yeast Breads

Cookies and Brownies

Pies and Tarts

Cakes

Description
Learn and demonstrate how to Identify and utilize cornmon culinary tools and equipment.
Learn and demonstrate how to select and properly wear a professional culinary uniform.

Learn and demonstrate basic knife safety and skilis, including peefing a potato, squaring it off, and performing
dice and batonnet cuts.

Learn and demonstrate how to peel a carrot, performrondelie, bias, paysanne, and lozenge cuts, peel and dice
an onion, and chiffonade herbs.

Property measure wet and dry ingredients using the appropriate tools.

Make both white and brown stacks.

Learn and demonstrate how to make a velouté sauce (one of the mother sauces} and a cream-based Soup.
Learnand demanstrate how to make basic egg dishes, including sunny-side up eggs, an omelette, and a crepe.
Make quick breads using the biscuit mixing and muffin rixing methods.

Make stralght bread dough.

Make enriched yeast daughs using the straight dough and enriched dough methods.

Make drop cookies and sheet bar cookies.

Propare ple dough, form a pie crust, and assemble a fruit tart,

Make cake batter using the creaming, two-stage, and sponge cake methods.

Duration

20mins
14 mins

12 mins

13 mins

20 mins
20 mins
22 mins
21mins
20 ming
19 mins
17 mins
17 mins
14 mins

16 mins

2
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Manufacturing and Construction: The Skilled Trades

Give learners and job seekers the skilis they need to secure positions related {o the
manufacturing of vehicles, foodstuffs, household goods, and other products. Learners
also develop fundamental skilis refated to construction of buildings and homes, roads,

and other infrastructure.

Simultatlon

intro to Simon, Accidents and
Injury Prevention

Protective Equipment: Eye,
Hearing, Hand, and Foot
Protection and Hearing
Consarvation

Hand Tools: Inspecting and
identifying Correctly

Hand Toofs: Using Hand Tools
Corractly

Materials Handiing: Situational
Awareness

Materials Handling: Recelving and

Storage Safety

Matertals Handling: Manual Lifting

Matarials Handling: Metal/Glass
Sheets and Cylindrical Objects

Materials Handling: Holsts &
Cranes

Energy Related Hazards
(Etectricat Safety, GFCI, and
Electric Shock)

Lockout & Tagouit
Robotic Sefety

Ladder Safety: A-Frame
Stepladders

Ladder Safety: Stralght Ladders
Fire Extinguisher Safaty

Safety Data Sheets

Bloodborne Pathogens

Power Tools/Electrical Safety:

Description

Learn and demonstrate accident and injury prevention awareness, including Identifying fire hazards; safe
lifting; baslc lockout-tagout procedures; and workplace hazards.

i.earn and demonstrate personat protective equipment (PPE) usage.

Learn and demenstrate how fo identify and inspect the following common hand tools: slip-joint pliers, Phillips
head screwdriver, sheet metal shears, torque wrench, utility knife, and wrench,

Learn and demonstrate how to use the following common hand tools: slip-joint pliers, Phillips head
screwdriver, sheet metal shears, torque wrench, utility knife, and wrench,

Learn and demonstrate situational awareness in a warehouse environment.

Learn and demonstrate safe receiving and storage techniques.

Learn and demonstrate safe manual lifting techniques.

Learn and demonstrate how to safely lift and handle metat/glass sheets and cylindrical objects.

Learn and demonstrate hasic safety practices for working with and around hoists and cranes.

L earn and demonstrate awareness of energy-related hazards and the techniques to avold or mitigate them.

tearn and demonstrate a lockout-tagout procedure.
Learn and dernonstrate awareness of robotic work cell safety,

Learn and demonstrate how toinspect, safely set up, snd properly use an A-frame stepiadder.

Learn and demonstrate how to Inspect, safely set up, and properly use a straight ladder,
Learn and demonstrate knowledge of the types of fire extinguishers and how to safely operate them.

Learn and demonstrate how 1o use Safety Data Sheets to identify chemical-related hazards, first aid
measures, and personat protective equipment.

Learn and demonstrate knowledge of the types of bloodborne pathogens, as wetl as how to protect
themselves with personat protective equipment and safety procedures.

Learn and demonstrate how to inspect and safely use pneumatic wrenches and screwdrivers.

Buratlion

18 mins

12 ming

7 mins

15 mins

Bmins

t1mins

8mins

7 ming

22 mins

10 mins

7 mins

10 mins

10 mins

12 mins
8mins

10 mins

B mins

14 mins

N

1
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Pneumatic Wrenches and
Screwdrivers

Power Tools/Electrical Safety:
Electric Drill

Power Tools/Electrical Safety:
Circular Saw

Power Tools/Electrical Safety:
Miter Saw

Power Tools/Electrical Safety:
Bench and Pedestal Grinders

Power Tools/Electrical Safaty:
Handheld Grinders

Power Tocls/Electrical Safaty:
Nibblers

Welding Safety: Burn Safety

Welding Safety: Spot Welding
Safety

Welding Safety: MIG Welding
Safety

Weldlng Safety: Oxy-Acatylene
Safety

Stmutation

intro to Slmon, Accldents and
Injury Preventlon

Job Site Safety: Situational
Awareness

Protective Equipment

Personal Protective Equipment:
Resplrators

Extension Ladder Safety
Scaffolds

Layout Fools: Squares, Plumb
Bobs, and Leveis

Hand Tools: Hand Saws

Hand Tools: Hack Saws

Power Tools: Impact Wrenches
Power Tools: Hammer Drilt
Power Tools: Reciprocating Saw
Power Too!s: Portable Band Saw
Power Tools: Cutoff Saw

Construction Drawings 1

Construction Drawings 2

Learn and demonstrate how to inspect and safely use an electric drit.

l.earn and demonstrate how to inspect and safely use a circular saw.

Learn and demonstrate how to inspect and safely use amiter saw.

Learn and demonstrate how to inspect and safely use a pedestal grinder.

L earn and demonstrate how to inspect and safely use ahandheld grinder.

Learn and demonstrate how to Inspect and safely use a nibbler.

Learn and demonstrate knowledge of the types of burn risks associated with welding arcs, as well ashow to
protect themselves with parsonal protective equipment and safety procedures.

Learn and demonstrate how to safely use resistance welding equipment.

Learn and demonstrate how to safely use MG welding equipment.

Learn and demonstrate how to safely use oxy-acetylens welding equipment.

Description

Learn and demanstrate accident and injury prevention awareness, including identifying fire hazards; safe
lifling; basic lockout-tagout proceduses; and workplace hazards.

Learn and demonstrate job site situationai awareness.

Learn and demonstrate personal protective equipment {PPE) usage.

Learn and demonstrate awareness of resplratory hazards and how to use azespirator.

Properly Inspect, setup, and use an extension ladder.
Learn and demonstrate how ta safely use scaffolds.

identify and use levels, squares, and a plumb bob.

Learn and demonstrate how to inspect and safely use a hand saw.

Learn and demenstrate how to inspect and safely use a hacksaw.

Learn and demonstrate how to inspect and safely use an impact wrench.
Inspect and safely use a hammer dill,

Learnand demonstrate how to inspect and safaly use a reciprocating saw.
Learn and demonstrate how to inspect and safely use a portable band saw.
Inspect and safely use a cutoff saw.

Learn and demonstrate how to identify varlous types of construction drawings, as well as interpret their
purpose and fundamental components,

Read construction drawings and measure dimensions with anarchitect's scate.

11 mins

{5 ming

9 mins

15 mins

13 mins

10 mins

8 mins

9 mins

12 mins

14 mins

Duration

18 mins

18 mins

12 mins

13 mins

12 mins
14 mins

12 ming

16 mins
16 mins
15 mins
12 mins
14 mins
16 mins
12 mins

16 mins

2 mins

20
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Materlals Handling: Safety
Concepts and Precautions

Materlals Handling: Placards

Materials Handling:
Non-Motorized Equipment

Materials Handling: Motorized
Equipment

Intro to Rigging Equipment
intro to Rigging Hitches

Learn and demonstrate knowledge of common material handling safety precautions,

\.earn and demonstrate how to identify and understand common hazardous materials placards.

Learn and demonsirate how to plan a safe route when using a pailet jack.

Learn and demonstrate how to identify and safely be around motorized material handling equipment.

Learn about different types of slings and shackles commonty used Inrigging.

tearn basic concepts and safety practices for bridle and double choker hitches.

Additional construction-retated sklils can be found in the following simulations from Plant Safety:

+  introto Simon, and Accidents and Injury Prevention
¢ Personal Protective Equipment

Energy Refated Hazards

Lockout Tagout

Hand Toals: Inspecting and identifying Correctly
Hand Tools: Using Hand Tools Correctly

L ]
*
+  SafetyDataSheets
*
.

Power Tools: Pneumatic Wrenches and Screwdrivers
Power Tools: Handheld Grinder

Power Toals: Statlonary Grinder

Materials Handling: Situational Awareness

Materials Handling: Manual Lifting

Materials Handling: Receiving and Storage Safety

Additional construction-related skllis can be found In the following simulatiens for Precislon Measurement

. Fractional inch Rule
. Decimalinch Rule
. MetricRule

16 mins

15 mins

16 mins

19 mins

19 mins

18 mins

Simulation

Intro to Simon

Controls Tutorlal: Picking Up
Objects

Fractional inch Rule
Decimal Inch Rule

Metric Rule

Controls Tutorial: Calipers

Qutslde Callper

inside Callper

Controls Tutorlak: Calipers |
Dlai Inch Caliper

Digltal Callper

Controls Tutorlal: Micromater
Mlcrometer

Digital Micrometer

Callbration and Zeroing

Simplify Fractions: Halves

Simplify Fractions: Quariers

Description

Introduction to the virtuat ceach,

1 earn and demonstrate basic use of the VR controllers.

Learn to take measurernents with a fractional inch rule.

Learn to take measurements with a decimal inch rule.

Learn to take measurements with a metric rule.

Learn and demonstrate how to use the calipes controls.

Learn and demonstrate how to use an outside caliper to take a transfer measurement with a fractional inch

rule,

Learn and demonstrate how to use aninside catiper to take a transfer measurement with a fractional inch rule.

Learn and demonstrate how to use the dial inch and digital caliper controls.

Learn and demonstrate how to use a dial inch caliper o take inside, outside, and depth measurements.

Learn and demonstrate how to use a digital caliper to take inside, outside, and depth measurements.

Learn and demonstrate how to use the micremater contral.

tearn and demonstrate how to measure using an analog micrometer.

Learn and demonstrate how to measure using a digitat micrometer.

t earn and demenstrate how to check the calibzation of precision toots and how to zero digital calipers and

micrometers.

Learn to recognize and simplify fractions with a deneminator of 2.

t.earn to recognize and simplify fractions with a denominator of 4.

Duration

1ming

2mins

7mins
7mins
S mins
2 mins

5mins

5mins
2 mins
8mins
5 mins
2mins
16 mins
5mins

9 mins

8 mins

8mins

2
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Simplify Fractions: Bths

Simplify Fractlons: 16ths and
Compound Fractions

Simplifylng Fractlons: 32nds,
64ths, and the Scale Rule

Rounding Decimals

Learn 1o recognize and simplify fractions with a denominator of 8, i ming

Learn to recognize and simplify fractions with adenominator of 16. They lfalsolearn to recognize compound  1Gmins
fractions and canvert them to whole numbers.

Learn to racognize and simplify fractions with denominators of 32 and 64. They'll also learn and demonstrate 10 mins
how to take measurements using a scale rule.

tearn and demonstrate how to round measurements to the nearest t0th, 100th, and 1000th decimal places, 12 mins

Simulation

Intro to Construction and
Technical Drawings

Interpreting Technical Drawings
Technicat Drawings: Dimensloning

Technlcal Drawings: General
Standard Symbols, Screw
Catlouts, and Thread Symbols

Technical Drawings: Finishing
Surfaces and Symbois

Technicel Drawings: Terminelagy
of Machined Slots

Technical Drawings: Intro to Title
Blocks & Assembly Drawings

Technical Drawings: Using Title
Blocks & Assembly Drawings

Technical Drawings: Visuallzation
&Views

Technlcal Drawings: Section &
Auxiliary Views

Tachnlcal Drawlngs: Assembly and
Tolerance

Simulation

Variable Speed Motor: Assembly

Variable Speed Motor: Wirlng

Varlable Speed Motor:
Measurements

Simulation

Description Duratlon
Learn how to interpret “The Language of Lines,” and use it in architecturai and technical drawings, 13 mins
Learn and demonstrate how to Use “The Language of Lines” to interpret technica! drawings. 15 mins
Learn and demonstrate accepted dimensioning techniques used i technical drawing. 20 mins

Learn to identify common dimensioning symbols, interpret screw callouts, and examine thread symbols within - 21 ming
atechnical drawing.

Learn and demonstrate how to interpret surface finish symbeols for use on technical deawings as part of the 25 mins
manufacturing process.

Learn and demonstrate knowledge of terminology, comman configurations, and features of the following 20 mins
machined parts and slots: chamfer, dovetails, keys and keyways, mortise and tenon, slotted hotes, and
T-grooves.

Introduction to the practice of using information frem title blocks and assembly drawings to correctly identify 20 mins
machined parts.

Learn and demonstrate how to use information from titie blocks and assembly drawings to correctiy identify  15mins
machined parts.

| earn and demonstrate how to communicate and verify the relationship between technical drawings and 20 mins
machined parts using visualization and interpretation.

Learn and demonstrate how to select and verify machined parts by interpreting sectionai and auxiliary views. 25 mins

Learn and demonstrate how to dentify the features of an assembly drawing and 8 matching drawing, as well as 16 mins
practice reading tolerances by defining a part's range of variation.

Description Duration

Learn and demonstrate how to assemble an AC variabie speed motor with keyed shaft, pllow-block bearings, 18 mins
assorted gears, couplings, and standoffs.

Learn and demonstrate how to interpret wiring diagrams to make proper connections, energize, and verity 14 mins
rotational directlon on a variable speed motor.

t.earn and demonstrate how to use a multimeter to messure current, voltage, and resistance. 18 mins

Pascription Duration

il
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Intro to Simon and Tools

intro to the Virtual Paint Rebot
Paint Booth Safety Procedures
Bofore Entering the Booth

Bell Cup: Paint Spit Visible on Part
Applcator: Signs of Molsture on the
Shroud

Troubleshooting Assessment 1

Applicator: Leak at Quick Disconnect

Isolatlon Line Leakage

Paint Valve TroubleshootingA

Troubleshooting Assessment 2

Intreduction to the virtual coach and will learn and demonstrate basic use of the VR controllers in

Paint Hobot Troubleshooting.

Learn the compoenents of the paintrohot.

L.earn and demonstrate key safety procedures, like positioning the robot for maintenance; locking out
process air; completing lockout-tagout procedures; cleaning out and super purging; and wearing

proper PPE.

Learn and demonstrate how to complete & safety checklist before entering the paint booth. Trainee
will also be introduced to the supply and return valves within the booth,

Learn and demanstrate how to Identify the cause of paint spit/drips, as weil as how to address it

Learn and demonstrate how to identify the cause of molsture, as well as how to addressit.

Troubleshooting 1: Trainee will be presented with a scenario and use their troubleshoating skills to

identify and addrass the issue.

Learn and demonstrate how to identify and assess the cause of moisture at the applicator guick

disconnect, as well as how to addressit.

Learn and demonstrate how to identify an isolation line pinhole leak, as well as how to addressit.

tearn and demonstrate how to identify and assess the cause of aleaking paint valve, as well 2s how to

addressit.

Troubleshooting 2: Trainee will be presented with a scenario and use thair troubleshooting skills to

identify and address the ssue.

5 mins

H mins

1tmins

Imins

N ming

12 ming

20 mins

13 mins

& mins

15 mins

20 mins

Simulation Description

Electrical Fundamentals: Circults  Learn and demonstrate knowledge of electrical/electronic series, paralisl, and series-paraltel circuits using

&Ohm's Law principles of electricity (Ohm's Law).
Electrical Test Equipment - Learn and demonstrate how to use a muitimeter to measure the voltages in specified devices—fromline to
Muitimeter: Voltage neutral and neutral to ground —inciuding setting it property for expected readings and safely using probes to

olace the meter in parallei with the circuit.

Electrical Fundamentals: Learn and demonstrate basic soldering skills.

Electrical Repalr - Basic Soldering

Duratlon

25mins

28 mins

16 mins

29
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Virtuecl Healthcare Clinic

Transfr's Virtual Healthcare Clinic simulates the type of training that takes place in a healthcare facility, With
one-to-one training from a virtual coach who adapts to learner performance, Transfr's simulations focus on
developing a pipeline of healthcare professionals for jobs that are going unfilled, working with educators, employers,
and workforce development departments while reducing cost and risk for employers.

.y
Endorsedby L s

Health Sciences

Transfr's Health Sciences Patient Care Foundations modules give current and future
healthcare personnet the skills to begin and progress on a career pathway. Leamers
build the foundational knowledge and skills required to provide safe, effective care
that meets patients' needs and improves health outcomes for communities and
populations.

Technical Skills e

Simulation Description Duration
Applylng and Removing Fabric Physical Demonstrate evidence-based techniques for safe application and remaval of fabric physical 30mins
Patlent Restraints restraints during patient eare.

infection Prevention and Control -
Simulation Description Duration

Standard Precautions: Donning and

Pofling Gloves Apply best-practice techniques to safely don and doff gloves. 15 mins
Standard Precautions: Ponning and

Doffing Gown, Mask, and Eye Protaection Apply best-practice techniques to safely don and doff gowns, masks, and eye protection. 25 mins
Standard Precautions: Hand Hygiene Apply standard precautions to properly wash hands and use alcohot-based hand sanitizer. 26 mins
Transmission-Basad Precautlons:

Airborne and Droplet Apply evidence-based practice techniques for airborne and droplet-based Isolation precautions. 20 mins

Transmisslon-Based Precautions: Contact Apply avidence-based practice techniques for contact-based isolation precautions. 20 mins

Technical Skitls

Simulation Description Duration

Oxygen Use and Safoty Integrate evidence-based practice techniques to safely use and store oxygen. 22 mins
Measures
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Actlvities bf Dally Living (ADLs)

Simulation

Asslst Person with Female Genitalla During
Bedpan, Perineal, and Urinary Catheter
Care

1:Content Warning: Nugity

Asslst Parson with Maie Genitalla During
Perineal and Urlnary Catheter Care
A:.Content Warning: Nudity

Assist with Dressing
Assist with Feading
Assist with Hand, Foot, and Nail Care

Asslst with Mouth, Teeth, and Denture
Care

Make an Occupled Bad
(i Content Warning: Nudity)

Positlon inBed
{ .b.Content Warning: Nudity)

Provide Hair Care, Shave, and Give Back
Rub

Transfar from Bed to Wheelchalr with Gait
Belt

Reduce Risk for Venous Thromboembolism
(VTE)

Data Collection-

Simulation

Measuring and Recording Intake
Measuring and Recording Ouiput
Obtalning Helght and Weight
Vital Signs: Blood Pressure

Vital Signs: Heart Rate

Vital Signs: Respirations and Pain

Vital Signs: Temperature

Dascription

Use evidence-pased technigues to assist a person with female genitalia during use of a bedpan for

bowe! elimination and perform subsequent perineal and indwelling (foley) urinary catheter care.

Use evidence-based techniques to perform perineal care and indwelling (foley) catheter careona

person with male genitatia.

Demonstrate evidence-based technlques for assisting with dressing a patient.
Prepare for and assist with feeding a patient, then record the oral focd intake.
Demonstrate evidence-based techniques for assisting patients with hand, foot, and nail care.

Demonstrate evidence-based techniques for assisting the patient with oral and dentuse cave.

Demonstrate evidence-based technigues for changing the linens on an occupied bed.

Demonstrate evidence-based practice techniques to assist a patient to reposition in bed and obtaina

side-lying position.

Demonsteate best-practice technigues to provide hair care, shave a patient's face, and give a back

rab,

Appiy best-practice techniques for transferring a patient from bed te wheelchair while reducing risk

for injury to self and to patient.

Demonstrate evidence-based techniques to reduce a patient’s risk of developing venous

thrombaembolism (VTE).

Description

Accurately measure and record oral liquid intake.

Accurately measure and record urinary output.

Obtain and record helght and weight for an ambulatory and non-ambutatory patient.
Manuaily measure and chart brachial blood pressure.

Correctly measure and document & patient's heart rate,

nvestigate the presence of a patient's pain and potential interventions prior to measuring and
documenting the patient's respiratory rate.

Correctly measure and decument patient temperature.

Duration

60 mins

50 mins

25 mins
35 mins
60 mins

5B mins

38 mins

35mins

4O mins

25 mins

35 mins

Duratlon
15 mins
30 mins
35 mins
20 mins

20 mins

16 mins

26mins
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Appendix

The Transfr Trek full occupation list:

Agriculture, Food & Natural Resources
Veterinary Techniclan

Agricultural Engineer

Diesel Techniclan

Food Scientist

Veterinarian

Farm Manager

Architecture & Construction
Construction Manager
Construction Laborer
Operating Engineer
Solar Technician

HVAC Technician

Clvil Engineer
Steelworker
Electriclan

Pipefitter

Millwright

Lineworker

Carpenter

Architect

Plumber

Arts, Audio/Video Technology & Communications
Broadcast Technician

Lighting Technician

Graphic Designer

Fitrn Director

Business Managerment & Administration
Customer Service Representative
Government Affalrs Manager

Hurnan Resource Speciafist

Executive Assistant

Operations Manager

Event Planner

Education & Training
Educational Administrator
instructional Designer
Teaching Assistant
School Counselor
Teacher

bhinkielen

Finance

investment Specialist
Financial Analyst
Financial Advisor
insurance Agent
Claims Adjuster
Accountant

Actuary

Government & Public Administration
Emergency Management Director
Praperty Appralser

City Planner

Heaith Sciences
Clinical L.aboratory Technologist
Licensed Practical Nurse
Radiclogic Technotogist
Patient Care Technician
Surgical Technologist
Respiratory Therapist
Pharmacy Technician
Physlcat Therapist
Medical Assistant
Registered Nurse

Home Health Alde
Dental Assistant
Phiebotomist

Physician

Hospitality & Tourism
Hotel Front Desk Agent
Restaurant Manager
Hotet Manager

Travel Agent

Server

Chef

Human Services
Rehabilitation Counsetor
Resident Assistant
Social Worker
Cosmetologist
Therapist

Counselor

Law, Public Safety, Corrections & Security
Paralegal or Legal Assistant

Emergency Medical Technician

Private Investigator

Correctional Officer

Probation Officer

Palice Officer

Firefighter

Lawyer
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Manufacturing

Installation Maintenance and Repair Worker
Semiconductor Manufacturing Technictan
Mechanical Engineering Technologist

£V Battery Manufacturling Technician
Chemicai Plant and Systems Operator
Industrial Maintenance Technlcian

Quality Control Inspector

Broadband Technician

Rohotics Speclalist

CNC Machinist

Welder

Marketing

Public Relations Specialist
Advertising Executive
Sales Representative
Marketing Manager

Real Estate Broker

Retail Manager

Science, Technology, Enginearing & Mathematics
Environmentat Scientlst
Transportation Planner
Manufacturing Engineer
Process Tachnologist
Mechanicat Engineer
Biomedical Englneer
Chemicai Engineers
Computer Scientist
Electrical Engineer
Mathematician
Astrophysicist

Policy Analyst

Data Scientist

Transportation, Distribution & Logistics
Captain, Mate, or Pilot of Water Vessels
Airframe and Powerplant Technician
Automotive Services Technician
Etectrical Vehicle Technician

Alr Traffic Controller

Avionic Technicians

Logistics Manager

Teuck Driver

Pilot

w
w
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Customer Service Pre-Test
Get to Know Your Customer

1. What is one important thing to do when handling upset customers?

2 Sometimes when customers are dissatisfied with a service what will
they do?

3. What is the first stage in handling a customer’s complaint?
4, What is a good phrase to use when listening to an upset customer?

5. What is an out-of-control customer defined as?



Customer Service Post-Test
Meet Your Customers’ Needs

The best way for a sales associate to solve a complex problem is
A. to ignore it and hope that the problem will go away.

B. to go on your lunch break and think about it,

C. to call for your supervisor or manager right away.

D. to tell them that you can’t solve the problem, go away.

Too many alternatives will cause the customer:

A. to become confused.

B. to think of the sales associate as being to pushy.
C. to realize that the sales associate can do anything.
D. to become angry.

The biggest reason a customer will not shop at your store is because
A. they receive poor customer service.,

B. the store is too big.

C. they are afraid.

D. the store does not have parking space.

Customets that like to shop for fun are called
A. “Grocery Store Shoppers.”

B. “Thrift Store Shoppers.”

C. “Recreational Shoppers.”

D. “Walmart Shoppers.”

The most important thing a customer needs a sales associate to do is
A. to assist them.

B. to leave them alone.
C. to influence them to buy things they don’t want.
D. to promise them a refund.



Customer Service Training Description:

Nationa! Professional Certification in Customer Service is an industry-driven and endorsed
credential that helps employers distingnish and recognize qualified customer service
professionals and help define career advancement opportunities for candidates. By earning the
professional certification in customer service, candidates can demonstrate their knowledge and
skills in work areas that employer’s value, and exhibit commitment to professional growth. The
certification was designed to capture the core customer service duties for a broad range of entry-
level through first-line supervisory positions across the sales and service industries. The
credential is appropriate for anyone interested in obtaining a job or pursuing a career in
industries that value customer service skilis.

Student wiil be eligible to take the exam for National Certification.

Modules:

Get to Know Your Customer
Meet Your Customers” Needs
Build a Continuous Relationship
Go the Extra Mile

Explaining Features and Benefits
Providing Personalized Customer Service
Explaining Features and Benefits
Building the Sale

. Closing the Sale

10. Completing the Sales Transaction
11. Selling and Promoting Products

Instryctional Strategies;
« Lecture
« Skills Demonstration
» Group Activities
« Individual Activities

Methods of Evaluation:
+ Quizzes/Exams
o Written Assignments
» Skills Demonstration

Lo ;bR W e

This training is conducted using a textbook. The instructor has a teacher’s manual for
lesson planning and instruction. These will be made available for review upon request.

Class time preparation for National Certification is a minimum of 24 hours. However, additional
time may be needed by some students.

Sampie Pre and Post Tests are included.




Customer Service Post-Test
Get to Know Your Customer

. One important thing to do when handling upset customers is to

A. never speak to them when they are upset.
B. stay calm and listen. ‘
C. forget about what they are saying.

D. never smile.

. Sometimes when customers are dissatisfied with a service they

A. will tell others about the poor customer service.
B, won’t damage the store’s reputation.

C. won’t be happy with anyone.

D. won’t remember the poor customer service.

The first stage in handling a customer’s complaint is

A. to not listen to them and immediately call the manager.
B. to listen to the customer.

C. to tell the customer that you can’t help them.

D. to tell the customer to calm down.

. A good phrase to use when listening to an upset customer is
A. “Im really sorry you are having this problem, how can | make this right?”

B. “We all have our problems, get over it!”
C. “l can’t understand why you are so upset!”
D. “It's not my problem, I'm on break!”

. An out-of-control customer is defined as a

A. difficult customer.

B. young customer.

C. person who is not against the company.
D. very nice, calm person.



Customer Service Pre-Test
Meet Your Customers’ Needs

. What is the best way for a sales associate to solve a complex problem?
. If you give the customer too many alternatives, what will it cause the
customer to do?

. What is the biggest reason why customers don’t shop at a store?
. What are customers called that like to shop for fun?

_When a customer enters a store, what is the most important thing they want
the sales associate to do for them?




Self-Advocacy Training Overview

This training is designed to help students build the knowledge, confidence, and skills needed fo
advocate for themselves in the workplace, Through interactive lessons and practical activities,
students will learn how to recognize their own strengths, communicate their needs, and
understand their rights as employees.

By the end of the training, students will be able to:

e Define self-advocacy and explain why it is important in the workplace.

o Identify and practice soft skills that are valuable in any job.

o Complete a self-inventory of personal strengths, talents, and areas for growth.

¢ Effectively communicate strengths and talents to supervisors and co-workers.

¢ Understand when and how to disclose a disability to an employen.

o Identify workplace accommodations that support success on the job.

» Demonstrate knowledge of employee rights under the Americans with Disabilities Act
(ADA).

s Recognize where and how to find help or support at work.

Course curriculum and a sample Pre-Test and Post-Test are attached. We will also use the
assistance of outside speakers who are considered experts in the field of self advocacy.

Students will leave the training with a clear understanding of how to advocate for themselves in
the workplace, stronger confidence in their abilities, and practical tools to support their long-term
career Success.



DEVELOPING SELF-ADVOCACY KNOWLEDGE AND SKILLS
FOR THE WORKPLACE

Seamnt f A BT B " o, o TS, L

A Mini-Course for Adofescents in Transition-to-Work Programs

Table of Cantents

Entrod ACHOE uius s e - [ ——— R LS LR BRSPS T —— 2
Session 1: Introductian to Seif- Advncncy at Your[ob ....... otstsiae et TR AL R
Session 2: "Saoft Skills* - Important Skills to Have al ARY JOB nnmimsrmincm i s 7
Session 3: Self nventary of Strengthsand Talents _ . RO, {
Sussion 4: Spesking Up About Your Strengths and TALSHES u.wwsmmsmmmmmsnnsir e 15
Session 5: Disclocure of Your Disability ..o T ————— T — S— .19
Session 6 Accommodations ~ What You Need to ba Successﬁxl on the Job onnanummmsmennonssssnn 23
Sesgion 7: Your Rights as an Employee - FOrug on ADA ...mmmmnsmmumssamsiomsisnmsnmmsss &7

Session 8: Finding Help at Work ..o R ——— et s S e i e 30




Session 3: Self Inventory of Strengths and Talents

‘.f'?'_i_ill,;}‘li

sList of soft and hard skills o
«Easet paper {or individual sheets of tablet paper for participanty)
»Self-inventory {strengths, tlents, pravious work experlence, job interests)

£ i b R

stiraup activity -Softskills v, hord skills [Sorting it out] - Instouctor posts two sheets of easel paper, une
lahelad “soft’ and one labeled “hard.” Instructor reads the numbered lise of skills provided. l?arﬁn‘pam_-;
ran 2l oul whether the skitl is soft or hard. Inslructor asks pacbicipants to explain thelr answers and
then writes the skill un the appropriate sheet, Variation: Participants make two eolmnns {Soft - Haxd}
on 2 sheet of paper, As the inslructor reads the skills, partcipants list the number (e.g, #4 Willingness
to learn nevs things) tn one of the cofumns, Participants compars lists when finishad.

s§pdfernftection” - Parlicipunts compleie a Peesonal Inventory, meiuding information about their
strengths, talents, previous work experience, and joh interasts.

sNate: ¥ This activity ix essential fur upenming sessiong and shoutd be a priority for the session,

efiriafly recp the contant covered. Relale back te overarching theme of self advocacy

« sk participants to coniplete the evaluation form [Allow tima in session}

oIl Ume permity, ask participands e shave comments—based on thefr evaluatian commeants ar nthar
thoughts

slofurm parileipants af the upeoming tople (Speaking Up atout Yourself)

«IMPORTANT: Ask participants to bring their personal inventories o the nexr session

amngs
«"Soft varsys hard skills” is a common topic un husiness and training program blogs, A quick search of
the Interoel yleldy nutnerous sites,

=hitp:/ ) www.careeronestop.org/ Toolkit /toatkitaspx
sCamprehensive source for nformation oh cavecr exploration, trathing, and jobs. includes information
on writling resummes, designing a skills profile, etc. Notahle section alows users to enter currenlor pasl
[obs 1o find possible caraer matches. 5ita is sponsorad hy the (LS. Deparetment of Labor,
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Introduction

This curriculum is offered as o franework for guiding studenis tn their develupment of self-advocacy knowledges
and skills. its content is divided into elght major sesslans: Sesslan 1: Self-Advacacy at Your jol; Session 2: Soft Skills
- impartant §kitls o Have at Any fob; Session 3: Self Inventory of Strevglhs and Taleats; Session 4 Speoking {Ip
Abont Your Strengths and Tatents; Sesslon 5; Disclosure of Your Disabilify; Session 6: Accommodetions - What You
Need ro bi Successfisl on the Job; Session T; Your Rights as an Etployee ~ Focus an ADA; and Session B: Finding Help
at Wark, Bach sesslon tneludes both acadermic instruction and related adivities, with an emphasis on sidlls practice.

The sessions ace desipned 1o ha one howr ha Jength, with the assumption that a session is only 2 portion of
students’ instructional day, The sessions foilow a deliborate soquence, but most can be laughl ws siendslone units.
The organization of the individual sessions was planned with an at-a-ghicco siruclure and considerable fexitifly
far instructors, The intent was to bo respeetful of lustructors” Ume and their knowludye of their students’ ahilides
und levet of familiarity regarding self-advecacy in the workplace,

Abthe and of each session, both students and inslructors are asked to complele briel evaluationy for each sessian.

As this Is the infdal version of the curriculus, tee information collected will e particularly valoahle in informing
revisions for 2 Anal product.




Session 3: Self Inventory of Strengths and Talents

summarize key points from the previows session (Important Skills ko Have at Any Job)

«Acidress questions and comm ents, 3s time parmits.

+Ydenlify persuns) strengths and a@lents
»Define hard skilis and contrast these with soft skills

sReeagnize the hard skills required for specific jobs

«)denlify soft skilly and hard skills related W personal career Interosts

sSlreapths
*Talents
alard slills
25nft skiths

+Job-specific
aFgrmal educaton

=On-the-joh tralning
aReslistie self-asseasment

L

-H?trd sidlILs ar jnb-specifii: skills, knowledge, and abllitivs, They are usually acquired through formal
gducation programs and tratning, Including training, on-line courses, certificate pragrams, as well wl ons
the-joh training.

»FExurnples ol bard =k Dclode weidog med shills, computer programming, modico] skills, autormolive
skllis, construction, mechanical skills, etc,

sHard skills are usually Hsted in job announcements or job descriptinns.

o get and keep 2 job you azed a combinalion of iard and soft skills,

oJi s essentlal io recognize how your personnl strengths and wlenty celate to your careeh

st is important to be realistic xbout your career.

«Your strengths and talents and training may not be sufficient for what vou see as your idsad job,

«ff you can't qualify for your ideal job, you may be quailiied for other work refared tn your Ideal jol-~
what you CAN do. {Far example, you can lave a strong Interestin TV and may want io bo a TV repoiter,
but you do not have the all the educatton and skitls needed for that job. You can 56l work in a related
job at the tulevislon station, mayhe ag a clerk or setting up the equipment, etc.)
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Session 1: Introduction to Self-Advocacy at Your Job

aDscusslon |What's been your-experience?] - sk participants if they have been in situstions where they

peeded (W speal up: What were the circumstances? Whar did they de? What happened? How did they feel?
If they could du it over again, wauld they changs what they did? What did they learn?

sParticipants role play [Bifferont people/differant ways to communicate] - Instructors propare envelopes
conlainirg varioys scenarios. Marticipants break into small groups or pairs {or some particlpants can be
chosen). Particlpants select an envelope, review the scenario, and deterniing who will be In the role play -
and whal they wil say. Prsxible seenurios include:

«The boss conies in o talk with vou at work. How would you graet him or hor?

SYour bayfrtend/girlfriend wark at the sume store es you. How would you say hi to him/her ab wark?
«The phone rings at work, What would you s3y to answar it?

sYqu see your boss at the mail, How woutd you greet him or her?

«You sue your friends at the mall. How would you greec them?

sDHsiuss with Lha full group when finishad.
+{Addaptsd from Skiils to Pay the Bilis)

«Instructor role play l.S‘peakfﬁg rospectfully and making your request clear] - 1} Instructor rols plays the
cuntrast of spuaking respeetfully to a hoss ar supervisor and speaking inappropriaiely. Ask participantys Lo
gomment. 2) Likewise, role play the contrast of requests that are unclear/vague and requests that are
chear/specific (&g, "Is not good here, You have to fix it vs. “Ws very npisy in the building and it makes it
hurd for me to dn my work. What can you do to make it casier to hear 7). Axk parlicipanls o comemenl

»(ufck game and discussion [Sending a message withotit words] - On separate smail sheets of paper, writs
down an amotion or atHtuds (#.8. angry, bored, that’s stupid, npset, contldent, understanding, etc.}. Ask far
voluntears to plck ona of the sheets—without showing it to others—and GNLY use body language (no
speaking!} to demonstrate what's witter, Explain that they can use facial expiressions, bady positions, und
movements tn express themsplves Ak the ather narticipants to pross whar mogsagis the aciars arm
sending.

sWhen linished, discuss with the groep the effect hody language has when atking Lo people, especlalty al a
jobn




Session 1: Introduction to Self-Advocacy at Your Job

«Briefly recap the content coverad
«Ask participants to complete the evaluation form {Affow tme in session)

o|F time permits, ask participants to share comments—based on their evaluation comments or other
thoughts .

=[nform participants of the upooming toplc (hnportant Skills to Have at Any fob}

Resources

swwwaelladvocacynnline.org
sInciudes short videns of self-advarates and general Infoymatlon about sell-advocdey, L eagy 1o

understand terins, The site {s sponsored by the Research and Training Center for Community Living at thit
niversity of Minnesota, :

swww.nowd-youth.info/tp-sheet/becoming-a-self-advorats
«This is the site of De National Collaborative on Workforce and Disabllicy—for Youth {NCWD), which

rantains broad array of lnformation regarding preparing youth for transition to adulthaad. This Hnlkis for
ane of NCWD's informatien sheets, Youth in Action! Becoming a Stronger Seif-Advocate.




Session 1: Introduction to Self-Advocacy at Your Job

Learnlog Objectivess .

*Define sclfradmac.y '
sDescribe the key componants of self-advocacy
~ldentify critical coramunication shilis

sAdyocate
«Saif-advoracy

s«Npeds vertus wanky
sNegnliate/negotiating
=Rights
«Responsililities

+ This ix the start of a series on sa[F—advuca‘?/. We will cover kots of infarmating in our sessionx that will ielp

you speak up for yourself at your [nh—and in sther parts of your life,

=Seli-advocacy is speaking up for yourself,

#'Ihere ave severl steps ta successfully advocaring for yoursell
wKnowing what you need
+Asking for what you nea
aNegatiating (worldng with others te veach an agreement that will meet youyr needs)
sKnowlng your rphils and responsibilites
+{sing resources available to you

#We will be learning abour each of these steps In the days shead.

+Good communication skills ara essential for successfully advocating for yoursell
=Respacttil
sAppropriate words, tone, hody language
»Clear (sperific)
»Covefid Yistening
»Asking questions {when you den't understand or when you need more information)

sEnvelopes containing communlcation scenarioy.
=Stmall sheets of paper Hsing an emotion.




Session 2: “Soft Skills” - Important Skills to Have at Any job

Maeris

slnternclaceess
sProjector and scregn

«Discussion |What do the soft skills look like?}- Instructor asks participants to give examples of various
soft skdlls at the workplace and why they would be important at ajob.

Video viewlng [Sufl skilly depicted] - hips:/ fwww.dol gov/dolfmedia fwebicast /20121015-solskills/

«'The Skills to Py the Bills Curricalum includes video examples of soft sldlls. Best video clips to view:
Soft Skill #2: Enthusiasm & Attituds; Soft Skill #4: Neowaorking: and Soft Skill #6: Prafossionalism,
Dlscussion should foltow after each dip. (The clips are very brief. It may be helpful for participants to
view a elip twice)

Supniay

aBriefly recap the content eovered. Retate back Lo overarching thema of self advocacy.
«Ask participants to complete the evaluation form. (Allow time in sessinn.)

alf ime permits, ask parbcipants o share comments—basged on thely evaluation commants or other
thouphts

~Inform partcipants of the upcoming topic (Self inventory of Skills & Talemnts}

shitpsi/ fwww.dolgov/adep/topics fyouth/sofiskills/

wTls Skifls to Pay the Bills: Mastering Sofe Skills for Warkploce Success Cusriculum, which was developed
hy the OFfice of Disability Employment Pullcy of the US. Department of Labor, 18 found at this sive. The
ful) curriculm can be downloaded, Linkes (or vides examples of the soft skilis and various relared
tesaurees ace Includod.
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Session 2: “Soft Skills” - Important Skills to Have at Any Job

+friefly summarize key points from the previous session {Solf. Advcmy at Your Job) |
vAidress guestions and comments, as tiie permits 1

4. e
sDafine and identify "soft sidlls
sRecognize the relallonships belween soft skills, guiting a job, being suceessful atwork, and keeplng 4 inh

'fat_.'_.l'éE'l._:t"l*:_i_!‘,lf?(‘f‘ﬁié';__.--_. L B L e
Saft skills"

Communicadon

sEnthusiasm and attiede

wTearmwothk

sNetworking

afroblem: soiving and critical thinking

sProfesylonalism

«*Yoft skills refer to the traits, work hablts, and attitudes that all workers across alt nocupations must have
tir nhtaln, maintain, and progress in employment” {fram Skitls &y Pay the Bills, Office of Disability
Esnploymenl Policy)

a8oits)alls are imporant for gny job and are the skills most aften desired by employers.

»You should emphasize these skills and quatities in job interviews and job applications.

allere are sume penera) categories of suft skitbs: '

«$olt skiil: Commumnication - Sommeone with this skill communicates well tn others and listens or receives
information from others well. Wa nead to think of cormmunication in the broadest terms: spols, and
unspuken (budy languupe} wayy, 43 well ws writben/visval fosas, Al of the sther soft sldlls dopend on
leving gond communication skills.

aSul seitly: Enthugiasm & Attintde - Somconewith thege gealities s upbeat and eager 1o worl; shows
interest in thefr work and gets the job done; is willlng to listen, learn, and 11y new things; and looks tor
ways to help others, ‘ ,

sSoft skill: Feamwark ~ Somenne with Lhis skill cooperatos with others, worka together with others on

- asstpnments and projects, contributes ideas to the group and respects differences in opinions.

Sufl skilt: Networking - Somcane with this sidil 1akes connectlons with other peaple to help

himself/herself flnd jols and build hisfher careey; tafks with friends, family members, and other people
about his/her goals apd Interests, '

»Soft skills: Problem solving & Crivieal thinking ~ Someone with these sidlls can identity problems and
think of possible ways to solve the problems.
8ot skill: Professionallam ~ Spmcone with tis quallty dimmansirates the other fve soft skills combined
together, ls honest, gots along with others, 1s fextble and adapts to changes,; manages time well, works
hard awd does thelr best because they kmow it the right thing to do.
«fInformation adapted o SkHs o Pay the Bitls]
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Canpueralion

Spedling and grammar
Mechanteal skills
Toam sikitis

Honsasty

Reading and comprehenslon
(lse af rase registers

High schoal diploma
Manufacturing skills training
Commumication skills with fellow workers, supervisors, and customers
Malh

Courtesy

Motivadon to do 2 good jub
Adaptahility

Diriver's license

Staying with a task untll it’s finished
Use of technaology tools

Meat persunal appeacance
Wwillingness to Lsten
Larpenty

Problem solving shills
Commuon sense

Tirst ald course

Beinyg un Ume

Worl experience
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NAME

MY STRENGTHS (Conslder your soft skills.)

MY TALENTS (Consider your hard skills.)

MY WORK EXPERIENCE

MY JOB INTERESTS
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Session 4: Speaking Up About Your'Strengths and Talents

Reviy,

«Briefly summarize key polnts from Lha previeus sesston {Periunal Inventory of Strengthis and Talents
sAddress questions and comments, o5 time permits

 Articulating stréngths and talents
+Giving and receiving feedback

Ky Terims ol Coneepts

«Preparation
wSulf-inventory
»lob description
sRehearsing
sHapdback

s{Consorietive eriticlsm

sFor lterviews, nppolnuments to tadk with an employer, or other important meetings, it is always best o
prepure akead of Hme,

sYour persoaal invenlory containg valuable Information for an employer, but this #s not a document that
you give to an eniployer ot read to an employer.

A Belf Inventory |s & way for you to think about your stresgths, talents, snd imerests and to collert your
thoughts.

*You nepd to use thal information 16 deveiop a summary,

»You need 10 pick out the most important qualities and skills ta share with an employer. Usually,
individuats whio ave applying for 2 job or who want to change johs within their corrent worksite look at
Lhi Iuh gesertplion for Lhat pesition and emphasize the qualities and sidlls thae match the pariicnlsr
positiot,

s#racticing what you want in employer o know about you-—strengths, talents, previous work exparisnce,
inrevests—will help you feel more comfortable and less nervous when you do tall with an omployer.,

+He sure to keep In mind a1 the things your teackors have said to you about speaking, like having gond
posluee, making eye contact, organizing your thoughis before speaking, atc.

o}t I hatpful Lo practice with peaple you Leust and to get their feedback, Often the fesdback gives you dues
us 1o how you cun lmprove whitt you're saying,

*Wien you give feedback to others, it should always be respectiul and constructive,

15




Session 4: Speaking Up About Your Strengths and Talents

Mt

» Paparinr participants ty develop summaries based on Lhe Sell Invunmry Foedback Sheet {each
pacticipant will need muldple coples to rats peers)

: il o s e e
sSummarkzing strengths and tatents, etc, — Participants use the Perspnal {nventory they compleled in the
nast sesslon o write a summary. Instrugtor remings participanty thai they have W priccitize the most
impnrizntinfermation,

«Practice - Ench particlpant will preseunt his or her personal summary and receive feedback commuents
from the other participants, Basad on the time avaitable and the individuals in the class, the Instractor
gan decide whether parkicipants present to the full group or whether they practice in small groups, Alloy
each presentation, the remalning participants witl share fecdback with e presenter, [Partictpants can
nse g worksheet to regord thelr feadhack feomments before sharing with the group.)

RSt rk

Summpry:

-Br‘leﬂyremp the content covered, Relate back ta werarchlng theme of self advocacy
sAxk participants to cumplete the cyaluation form {(Allow time in session)

=f fime parmits, ask participants to share cammenls—hased on their ovaluation comments or other
theuphis

«Infarm participants of the upcoming topic { Disclasure)

http1 / fwrwwawikiiow.cony/Be-a-Gonl-Speaker
=Rriafly explaine 13 general steps for good speaking Includes cartuunalilee illustrations,

[~
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 FEEDBACKSH

Name of speaker
M-;{)N S[i;ER'IR';IESE | é::i;;;zu;arda balow {hat describe the speaker’s
Voice ton Jond bard ta hear good
| Speaking pace too fast oo stow gnodl
Posture ueeds inrpmvm;l:nt | good
Eye contact needs lmprovemend good |

Message/ideas unnrgm:l-zcd unclear good
Timing o long olay

Attirade negative/bored B positivefenthustastic

What did the speaker do well?

Hows can the speaker improve?
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Session 5: Disclosure of Your Disability

«[riefty summarlze key points from the previnus session (Speaking tp abaut Your Strengths ond Talents)
+Address questions and comments, as time permits

«Dofine disclosure
«Jdentify ndvantages to diseiosnre
sIdentify disadvantages o disclosure
+Gonstder your personal view of disclosing a disability

Bey derms and L

»Bisclosure

sbtentionn!

personal deelsion

sAdvantages znd disadvanilages

sGonfigential

sAccominoedations 1o be covered in detall In the next session)
sExclusion

Sel[-trssage

n general, "disclose” means to tell something ar reveal somuething.
intentionally providing persanal information ahaul ourselves.

xFor thls session, when we talk about “disclosurs,” we specifically mean talling or revealting information
aboue our health or disobility.

«Discluslng informatlon abudt a disabliiy 13 o personal decisian—ahnut what and to whom you want Lo
give the information,

4‘11['1hxfné- :dni attvantages and disudvantages to disclosing information about yonr disabilivy. (Handout

clu

R

When we disclose, we are
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Session 5: Disclosure of Your Disability

.tf;.‘l.i.ltl-i_‘_:'ii;l.t.; S

sLink to Diffigulties of Disabilities Disclosure; hittps://sixbyfifteen.org/2015/08/1 3/ difficultios-uf:
dlsability-disclosure/
«Handout of disclosure advantages and disndvantages.

sReference 85 & 8-6 of The 41 200 Disability Disclosure for discusston ideas,

g e b e

+Read Alond - Read Eiiy Ladau’s blog mutioud on the "IN ficulties of Disability Disclosore”

=Discussion - Afler reviewing the handout listing advantages and disadvantages of disclosurs, tnstructor
asks participants about thelr views (positive or negative) In genersl,

«[ngtriictor provides examples of situations when participants might chaose ta disclosure, Participants
ofter pros and cons of gisciosingin each situation.

«Third-party phone call ok reference
«in o letver of application or resume
I a paves letier

«Pre-intarview

01t the employment apulication
ehithe interview

sffter he or she has been offered a job
»Duriog the course sl employment
eNavar

Sty

aBriafly recup the content covered, Retale back to overarching theme of velf mivacacy
A5k participants to somplate the evaluatian forn {Allow Ume In session]

«If trne pormits, ask participants to shore comments—hased an their cvaluation comments or other
thnoghts

+Inform partictpants of the upeoming tople (Job Accommedutions)

“hittp:/ fwww.ncwd-youth.info/411-on-disability-disclosure

«This is the loh Accommodations Netwark, sponsorcd by the Office of Disability Bmplayment Policy
(ODEY] ul the U.5. Department of Labor, It is the premier "Go To" site for information about
accommudallons.

PAN
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*Adapted from 411 Disability Disclusure

Advantages
» |t allows you to receive reasonable accommadations so that you can work more effectively.
« [t provides legal protection against discrimination {as specifiad in the Americans with Disabilities
Act},
¢ Itreduces stross, since protecting @ "secret” can take a lot of encrgy,
« [tonsures that you are gutiing what you need In order to b sucoessul (for example, through an
accommaodation).
» ltcan improve your self-image through self- advocacy,
« Itincreases your comfort level,
Disadvantages
» [teould Jead to the experience of being excluded.
+ [tcould lead to your being treated differently than others.
s [t could bring up conflicting or negative feelings ubout yuur sell-imuge.
a {t could ;ause other people to view you as needy, not sel-sulfigient, ot onable to perform as well
os your peers,
s It gould cause you to be overlooked for a job, leam, group, of orpanization.
&

Disclosing personsl and sensitive information could be exiremely difficult and/or embarrassing,
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Session 6: Accommodations - What You Need to be
Successful on the Job

+Hiriefly summarize key points from the previous session (Disclasure of Your Disability]
saddresy goestions and commaents, as time permits

»Define accommodations
sidentify scenmmadations needed for specificjobs
aCormmunfcate with an cmployer regarding personal accomodations noeded

sArcommodatinns
«Enviranment
»Equal access

sPrevious discussions/sessions focused on how both soft skills and hard skills are nesded to be successful
an the fob, These are important "ingredients” that you are responsible ta bring to your jiob.

aSomethmes x porsen may bave good soft skills and haid shills, but stll nead soms supports to be able to
doajob orto do a job well, These supports are calied accommodations. '

qobkacmmmntlﬁﬁf)ns are-adjustrents made to the environment, the woclspace, the building, or the warlt
task.

=4 job accommodation allows an individual with a disablity ta apply for a job, do the fob, ur enjoy cqudl
accass to bensfits available tn other individuals in the workplace.

sAccnmmadations are based on an individual's necds w be able to do thelr job.

»Some accommaodations may be simple (8.5, more time to da a task, a picture seguetce foF the steps ofa
task] and some may be mors complicated and more expenslve (eg., a Lable with helghl adjustments for
wheelchair, speclal eamputer soltware).

=There is a special website that can help you ideatify accommadations that you might need: juh
Accommadation Network. The web address is wuavaskian.ory.

-
» Accommodations Workshoegr
alnternet access
sfrojectir and scrain
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Session 6: Accommodations - What You Need to be
Successful on the Job

Activity Examplos . L S

+ Discussion - Instructor asks participants about accommodationg they may he using currently:
How do they help? Are there ather supports that they would Hie to have—-and why?

« Information research ~ Instructor explores the job Accommodatian Neiwork {JAN) website,
wwwasklan.org with participants, By sure by examine the section titled A to Z of Disebilitics and
Accommudations, Tt offers Joformation on accommodations and ran be searched by three major
categories: disability, related topics, and specific limitations.

« identifying specific needs - Instructor directs parlicipants lo compiete the brief Accommeadations
Warksheet. Participants can refer to the Ask JAN website for relevant Information,

« Role play [Talking with an employer about accommodations]- Instructor pairs up participants to
role play talking to an employer about accommodations they raay need, Each participant should
take o turn to practice, Participants can use the bulleted Hst at the end of the Accommaodations
Worksheet as a puide [or thelr statements o their employer.

i

+ Briefly recap the conteni covered. Relate

o

hack to overarching theme of self advocacy

« Ask participants to complete the evaluation form [Allow tme In session)

« 1 dne permits, ask participants to share commen{s—based on their evaluation comments or
other theughts

» inform participants of the upcoming topic (Rights at Wark)

» 'wwasklan.org
» This Is the Job Accommndations Neowork, sponsored by the Office of Disability Emplayment
Polley (ODEP) of the LS. Depariment of Labor It is the premier “Go To” site for information
about accammodations,

« hitp:/ fwww.nowd-youth,info /assets /guides /411 /411 Disabllity Disclosure_completepdf

« Uit 5 of this 411 Disability Disclosure manual by the National Collabarative on Workforce and
Disahility for Youth (NCWLY) facuses on accommodations.
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Name

How doex my disability show ftself? What does [t look like?

What joh am ! warking at or interested in?

What accommodations/belp do I need in this job?

BARARA IR AR B F Rk

ASKING FOR ACCOMMODATIONS
When you tallk with your employer to ask for accommadations, you should

Introduce yourseif

Share some of your sirengihs and job-retated talents

State your disability and difficulties you are having with vour jeb
Explain what you do te accommoidate your disability

Ask for specific acrommodations

' Thank yonr empleyer for talking with you

v & * ¥

{Adapted from Stepping Forward — Connecticut Parent Advocacy Center)
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Session 7: Your Rights as an Emp!oyee — Focus on the ADA

'Rq'_vui_'t-v:' B

+Bristly summarize key points fram the previas session [What Yeu Ned ta Ba Successfil an the Job]
eAddress questlans snd comments, as ime parmits

eDefine dl.scrimin“ttun .
sDescribe the employmant rights under the Americans with Disabllitfes Act for an individual with a disability
#Racagnize the respongiblitties of an individoal with a disabillty sceonding tn ADA

aRecognbee situstlons in which the righs of an individual with a disabiity ave betng denled oy negativaly sffected
in the workplace

ey Terymes unit Lone
sDfsrrimination
sAniericins with Dhvbilides Act {ADA)

aFederal [aw

vRanal appormmity

sAptiss _

+Rights and responsibilities

+Reasonabls vceammeadations

aUndue burdon/Undee hardship

»Viplate futolation

«We laipw that it 15 wrong to discrimimato against people boeause of thete vice, color, religion, sex, age, disahility, ar
where they were born In the Unbied States thoee are laws agringt dizcriminatlon.

«The Americans with Disahilltics Act (ADA} iy parhups the most impuriaot fdera] Tow ragavding tha rights of
indivithealy with divoabyiiities.

»The ADA i35 considered an *aqual epportunity™ lawv for paople with dizabllitley wnd prohibity disgrimingtion in anny
aspacts of duily e, for examgle i I aceess W public ficlilies and transportation,

+Regarding empleymant and the workplace, the ADA makes iLwidawll 1o discriminet? agatse ndividuals in key
practices: recruitment, hiding/firing, training, assignmants, nay, hanefits, leave, #tc.

aiinder e A, Individaaly with disalilities who ara atiempting ta get 2 joby or whe are employees sircady also have
cectoin vespansihilfitles: a) Thay must be qualified t do the job; b} Thay must dlsclose thele disability (el identity)
the muployer if they Intend v request accomnmodations; £y Thiy mugtask sn employer tu provide the nosted
accommodations that sre apr currenty avaitable to thar

rUnder the ADA, an emplinyer has to provide arcommudationy thal are consideced “reagonable” avd do not canse
“uricdue harden” for tho employen

«A “reasonable sccommodativn’ muty b any change of odjushnent in a fob, the work environiment, or the vay work ls
dona that allows e qualtfied parson with & disability ta porform the pssentisl funclions of o jub or ta recelve the
benetits and priviloges of employment, which are availible to vosployees withour a disahitlty. This i equal socass.

silnder ADA, the accoramodation muse be appropriste, bt may ot be exuctly what e Individuasl wirh o disahitity
Whanbs.

a*Undue burden” or "undue bardship! proneraliy rmoans (hal the change would be sximemely difficul to make, s¢ woutd
disrupl the business andfor would be exramely expensive,
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Session 7; Your Rights as an Employee — Focus on the ADA

Marerials

wNane needed,

~Discussion | Would the ADA support delng this?]- Lostruvtor prosenls scenarlos sund sdhks pacticipants 1 indicate
whethor or not the sctlons are supported by the ADA-—and wiy, Thig ¢on he full growp setlvity or particdpanks can
dlseuss thiesk in paies oc amall groups,
sfeime spplies (v job.al Wheary chincking retarnad haoks for damage hefrre they are placed back an the sheives. Last
year, Jose svorked at a differeny dibrary doing the same [oh and esrned the *“Worker of the Momh®™ award several
times. jose ks deat and wears hearing zids, but he can speak wnd cun understund speech when somanne is diractl
fpedig hhn The lsterviewsr tells fose thar ha's sorry hut they con't hire hine. The interviewer says that others wﬂ’!'
havs difficulty cammunicating with hit hecause of his hearlng tnss, JAnswer: This s a clear vielotiva uof ADA. fose b
qualified. The interviawer s discriminating against fuve becanse of hiv disubility ] _
«Fva warks ok a lah in-tha haspital, She has cersbral palsy and uses 2 whotlchain Bva takes the Lus lo waork becnise
she doasn’t have 4 car She lewmed that tisre hiss been o chiunge In (e bus sthedule and the hus that has &
whuolehidr W will be coming an hour Juter, By will 0sk her aupervisnr to et her start work an hour Ikter, [Annwwer
Rurr heg the #ight to penoast this eccommedation. Har employer will likely Ranor ft because it & o ropsunably
atcommodaotion mid does not disrupt- work, If thi employor dees nwl howor 3t filing o ARIA staim #s approm7aie. |
~Tran works at the reception desk for o small buginess. He hag o sphia) disorder ond nesds & chadr with spechai back
suppart. Helikes a pavticulorlirand nfadjugtabie chairs that have other convenicat featurey o cop haidens and
slde paclcets. He askad his smplayer to purchasc s chair that can suppart his bacl and gave his hoss inframation
ghout the brand that hag the rup holdery and puckoty, s vinployer hought an adjuntable chair from ancther
company. The chair dous not buve ¢uyp Hiofdors or pockets. [Answer: Aithough the chulr that the employer purchiosed
fs not gractiy what Tran requested, (£ Ix an apprapriats accommedation becueuse it.doty provids thy ffnck;ummrf
needed fir Tran to do kis fob effectively )

Ashlelgl s applying for 2 position a5 an office clerk. Her resume indicates tat ko kg worked a3 an office clark at
another businass fay two years, She voluntacily wily the employer al e new site chat she has an intatlactual
disohiticy and will naed to have a daily written list of tasks she is responsible for, vr some type of assistive
technotogy davice that can remind hee what needs Lo be dong, The employer said thitt ha could have one of the
raatugers send an cmad list to her oo hse callphone each work day. [dnower: This 5 a very appropriote
aceommodation.)

vAdd nther scenarias to th discurssion, as Gme permits The contsmt Jor this sessioh ls mafarity of tha ssssion.

Ky

«Hripfly recap tho contont covercd, felate back te sverdiching theme of self advocacy

vAsk pardectpants to complete the evaluition ferm Mlow ot T session]

vIf ime permits, ask participants to share comments—based on thehr sealvation commeants nr ather thoughts
sThfprm partcipants of the upeoming tople (Finding Help at Work)

«hitp/ faskjrnorg/links fadntinks.him
SThis is the job Actommodutions Setworl-sponsored by the Difice of Blzability Employment Policy {ODEP] of the

115, Dipartnent of Tabor This spacific lini is te their ADA library, a comprohonshes source of infarmation on the
ADA,

http://wwwacwd-yoush.Info/assets/guides /411 /411 Divabllity Disclosury_complete.pdl

sUait 4 uf thig 117 Disebritty Disclosure manual by the Natonal Collaborarve on Werkforey winl Bsability for Yootk
[NCWD] focuses an ADA rights and responsibilitos.
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Session 8: Finding Help at Work

Re» ww

= Briefly summarize kcypomm fmm the previous session [Your R{qhm as an Empioyee}
- Address questions and comments, as time permils

“ Undrzr‘qtand the rote of a self—advocau: as It relates to seeldng help at work
« Recognize the different types of support available at work
» Know when and where W seok advocacy support for workplace rights
+ Know what o do in case of exper]enc[ng diqcﬁmmanun at work
Kry Tc.rma ,mtl{.nm_ _;'il\ o : '

« Natural supports

+ Job coach

« Advacates

+ Legal support

+ Human Resources Department
« Charge of disprimination

v Equal Employment Opportunity Commission [EEOC)

» Nune neaded,
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_Pre/Post-Test

13

Name:

Date:

1. How should you introduce yourself to a
professional person you do not know?
a. Say "hello”
b. Shake hands
c. Say “mynameis
d. All the above

M

2. Self-awareness means?
a. To be informed about yourself
b. To be able to tell people about yourself
c. To be aware of where you live
d. To be aware of your school

3. Self-advocacy means?
a. Being able to tell people who you are
b. Being able to speak up for you
needsfideas
c. Being able to talk about yourself in a
crowd
d. Being able to express your opinion

4. Attitude is the most important factor in getting
ajoh
a, True
b. False

9. List 3 positive work behaviors

. When do you Ieéve parts of a job application

blank?-
a, Youdon't know the answer
b. You don’t have information to include
{e.g. you don’t have job experience)
c. Youdon't leave any parts blank
d. You don’t know how to speil something

. When completing a job application you must

a. Check and edit for spelling

b. Use a pen or computer to complete it
¢. Print

d. All the above

. Self-disclosure in the workplace means?

a. Telling your boss you needed work
schedule and salary requirements

b. Telling your boss about your living
situation

c. Telling your boss about your disability
and needed accommodations

d. Telling your boss about your famity

8. Do you have the same rights in college or the

workplace that you have in high school?
a. Yes
b. No
c. tdon'tknow




Postsecondary Training Overview

The Postsecondary Training component helps students and families explore future education and
training opportunities that lead to meaningful careers, This service provides guidance on
pathways after high school, expanding access to 21st-century jobs and improving long-term
employment outcomes,

By the end of this training, students will be able to:

e Identify a variety of postsecondary pathways, including college, technical training,
apprenticeships, and on-the-job learning.

¢ Understand academic requirements and course offerings related to career goals.

e Explore career options and the training or education needed to succeed in those fields,

e Use career planning tools (such as O*Net OnLine) to connect education with
occupational choices.

* Recognize local and virtual resources available to support their career development.

Training activities will include information sessions that provide an overview of course

offerings, graduation requirements, and college or training prerequisites. Students will explore
career and training connections by linking specific carcer fields to technical programs, college
pathways, or apprenticeships. A guest speaker series will feature representatives from local
colleges, technical schools, apprenticeship programs, and industry to share real-world insights. In
addition, students will participate in Virtual Reality Career Exploration demonstrations to
experience career pathways and related postsecondary programs firsthand. Finally, guided use of
O*Net OnLine tools will help students align their personal interests and strengths with education
and training opportunities that support their long-term career goals. A sample Pre-Test and Post-
Test are attached.

Students will leave with a clear understanding of postsecondary options, the academic
requirements needed to pursue them, and practical resources to guide career and education
planning. Families will also gain knowledge to better support students in making informed
decisions about their future.



Counseling on Postsecondary and Training Opportunities P're-Test

Student Name: Date:

1. What kind of job would you like to try one day?

2. What do you think you will need to learn for that job?

3. Where would you go if you wanted to learn more about jobs or training?

Counseling on Postsecondary and Training Opportunities Post-Test

1. What are three choices people have after high school?

2. What job or career are you most interested in right now?

3, What kind of training or school do you need for that job?



Work-Based Learning Training Overview

The Work-Based Learning Experience gives students the opportunity to connect classroom
learning with real-world job settings. By participating in structured, hands-on activities, students
will explore different career paths, build foundational workplace skills, and gain confidence in
their ability to succeed in future employment.

Training Activities will include:

1. Job Shadowing — Students observe employees in real workplaces to leatn about job
responsibilities, workplace expectations, and career opportunities.

2. Skill-Based Rotations — Hands-on experiences where students practice entry-level tasks
and develop transferable skills across different job areas.

3. Supervisor Feedback — On-site supervisors provide coaching and constructive feedback
to help students strengthen their workplace readiness skills.

4, Reflection Activities — Guided discussions and journaling activities encourage students to
think about what they learned, what they enjoyed, and how experiences connect to their
future goals.

5. Resume-Building Supports — Students document their experiences and skills gained to
create or update resumes and practice sharing their work history in job interviews.

By completing the Work-Based Learning Experience, students will gain practical knowledge of
workplace environments, develop essential job skills, and strengthen their ability to
communicate their talents to future employers. These experiences help students prepare for long-
term success in both employment and post secondary opportunities.

Attached is a sample Pre-Test and Post-Test for the Work Based Learning Experience.



Work-Based Learning Pre-Test

Student Name:

Date:

Work-Based Learning Facility:

1. Have you ever been to a job site or shadowed someone at work? Yes/No {circle one)
2. Name one skill you think is important for doing well at work.,
3. How confident do you feel about trying a new job task for the first time?

Not confident / Somewhat confident / Very confident (circle one)

4. ‘What would you like to learn or try during this work experience?




Work-Based Learning Post-Test

Student Name:

Date:

Work-Based Learning Facility:

1. What job(s) or tasks did you get to see or (ry during this experience?

2. Name two skills you practiced or improved during your work-based learning,

3. How confident do you feel now about frying new job tasks?

Not confident / Somewhat confident / Very confident (circle one)



